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Voluntary action is an integral part of American
society. Each year, millions of Americans volunteer
their time and assistance to causes which they con-
gider worthwhile. A recent Gallup survey found that’
52 percent of American adults performed yolunteer
activities between March of 1980 and March of 1981,
and 31 percent of the population regularly spent more
than one hour per week on volunteer work (Volunteer-
ing Action Leadership,
investigation of volunteer work in America, the U. S.
Department of Labor estimated that in 1980 volun-
teers would contribute-thirty billion dollars to the
valize of the United States’ economy (Ilsley, 1978). In
education alone, the number of citizens serving as
educationai volunteers ia estimated to be six million
persons (National School Volunteer Program, 1979).

Educational volunteers have been utilized in in-
numerable waysto enhance the schools’ efforts. While
direct service within the classroom is the most com-
monly cited use of educational volunteers, many vol-
unteer assignments are performed outside of the class-
room to augmentadministrative and support services.
For example, the Illinois State Office of Education
. (1976)suggests that volunteers be utilized to (1) enrich

the curriculum, () provide administrative and clerical
assistance, (3) administer special aid to students with
exceptional talents, and (4) assist in providing com-
munity and social services. Advocates of achool volun-
teers are in general agreement that the utilization of
volunteers: ’

g .

e enriches student experiences and heightens their
motivation;

o frees educators from non-teaching tasks and as-
sistsin the provision of individualize- instruction;

o _contributes assistance in the administration, su-
pervision and instruction in education; and

o explains the processes and problems of educatjon
to other citizens, thusfostering continued commau-
nity support and involvement.

Althougt: seldom documented in the literature, vol-
unteers in vocational education can be expected to
produce similar benefits. However, the lack of infor-

Winter, 1982). In an earlier -

.

-
mation on how to utilize volunteersin vocational edu-
cation effectively inhibits the expansion of velunteer
involvement. In recognition of this situation, the U.S.
Department *of Education awarded a contract to
CONSERVA, Inc. to develop, demonstrate and
disseminate procedures for utilizing volunteers to
improve vocational aducation in urban areas. This
Handbook describes those procedures.

The Utility of Vocational Volunteers

Volunteers offer vocationai education & creative re-
sponse to the numerous challenges which it facesasit
enters the decade of the 80’s. Involvement of volun-
teers provides the possibility of maintaining and
improving the effectiveness of vocational education
programs during what appears to be an extended

period of fiscal conservatism and increased program

accountability. Volunteers can help to strengthen the
linkages between the schools and the community to
bring about anincreased responsiveness of vocational
edfication, programs to ever-changing community
needs. Volunteers can assist in the recruitment of new
students as well as in the placement of program com-
pleters. They can help to provide the support services
needed by students with special ncedsto enablethem
to succeed in regular vocational education programs.
Through the creation of opportunities for. volunteers
to become involved in the vocational education pro-
gram, theschool system or institution will further the
development of the community’s understanding of
the purposes and potential of vocational education in
meeting the scudents’ and the community’s needs.
Finally, volunteers successfully utilizedin vocational *
educ'ﬁ}ion can serve ascommunity adVvocates promot-
ing increased support for vocational education during
this period of fiscal austerity:

The results to be expected by involving volunteers
in the vocational education program will depend upon
the intended scope of the'volunteer program, commu-
nity response to the'program and the extent to which
the programis managed effectively. This Handbook is
designed to guide local vocational education personnel

/ !




in planning and operating volunteer programs which
* am responsive to their local needs and resources.

'The procedures contained in this Handbook were.

field tested in four urban areas to demonstrate the
utility of eltabluhmg programs for the utilization of
volunteers in vocational education. Each of those four
sites utilized volunteers in response to its particular
program’s needs, and as a result they demonstrated
that volunteers can assist vocational education in a
much wider variety of ways than.is generally imag-
ined. The following are among the types of assistance
that volunteers provided to those four sites during a

yearlong demonstration period.

* Worked,to develop a statement of philosophy for

vocational education within the school district.

® Worked with the Board of Education and district
administrators to review the implications of the
statement of philosophy.

¢ Helped to develop role descriptions for personnel
within the vocational educ¢ation department.

® Developed, reviewed, critiqued and modified a sys-
tems approach for the development of vocational
education curricula within:the district.

) Warkg,d with the vocational education depart-
ment on developing a proposed staffing pattern
and associated ﬁnanclal reqmrements for the
department.

¢ Assisted in the design and operation of in-service
education programs for vocatlonal education
instructors.

¢ Reviewed existing curriculum offenngs and pro-

. posed alternative arrangements.

- Assisted in designing and obtaining approval of
new vocational education curricula.

¢ Helped in the development of a proposal to the
Board for a new vocational education center.

¢ Developed an itemization of current and antici-
pated costs associated with the existing and pro-
posed vocational programs.

¢ Assgisted in counseling vocational educatlon‘
students. -

¢ Provided small group and individualized instruc-
tion in occupational area. -

® Provided remedial and enrichment actjvities.

¢ Assisted department head and instructors in )

resolving problems relating to.equipment and
supplies.

® Served as guest lecturersin vocational educatlon
casses.

- i

- - - N

® Demonstrated and discussed new equipment to
be serviced by students.

® Served on curriculum and project advisory com- .
rhittees.

o Helped to recruit other volunteers.

¢ Conducted an assessment of the vocational educa-
tion program. .

¢ Developed recommendations for the design and
operation of a computerized vocational job place-
ment systerp. ,

¢ Developed and offered instruction in employment

»

readiness skills. J .
se. Encouraged students to do well in and complete
their vocational education programs.
¢ Worked with studentsto develop jobinterviewing
skills.

¢ Served as guest instructors and discussion panel
members for a speclal courseon finding and keep-
ing a job.

¢ Participated in a two~day Job Fair.

-

" o Assisted in the development of a slide/tape pre-

sentation promoting vocational education.

¢ Offered assistance in student recruitment activi- *
ties. .

s

-

e “




- -~

)

The involvement of volunteersin vocational educa-
tion is not unusual in many large school districts.
Vocational education has a Jong history of involving
conrmunity representativesas members of curriculum
advisory committees to assist in the planning.and . °
evaluation of vocational programs. Furthermore, it is .
not unusual for vocational instructors to invite guest
lecturers to speak to their classes regarding specific
topics pertaining to vocational instruction. However,

these types of assistance, which are undeniably volun-
tary, do not represent an erganized program for vol-
unteer involvement in vocationil education. Rather,

*  they represent.individual efforts to enhance voca-

, tional educatiop by involving members of the commu-
nity in voluntary capacities. Typically, the responsi-
bility for identifying, recruiting and orienting the
volunteer is left up to the individual who wishes the
assistance; there is neither a plan nor an organiza-

" tional structure to facilitate the involvement of volun-

teers in the school’s or institution’s vocational educa-
tion program. .

In contrast to individual efforts to involve volun-
teers in vocational education programs, the establish-

° mentofa volunteer program in vocational education
requires the management functions of program plan-
ning and design, implementations and operation of

. the program, and monitoring and evaluation of pro-

’ gram effectiveness. A volunteer programin vocational
education thus represents a concerted—rather than
fragmented—effort to involve volunteers in- various
capacities within the vocational education component -,
of the schools or postsecondary institutions. Impor-
tant factors which characterize a volunteer program—
ascontrasted with just theinvolvement of volunteers—
include the following: -

° : . 0
o A group planning process
. o Specification of goals and objectives
e Allocafion of résources
o Orientation of gtaff and volunteers
* @ Training oppottunities for volunteers
o Negotiated coimitments from volunteers

A

o Ongoing supervision of volunteers
o A public identity and image !
e Formal and informal evaluation of accom‘pliah-
ments :
. Top administrative approval and support
e Performance appraisal of volunteers
o Diversity of volunteer assignments

e Formally developed policies, practices and proce-
dures ’ ) .
o Materials describingthe volunteer program

This Handbook addresses the various steps which
a school, school system, or postsecondary institution
can take to establish a volunteer program in conjunc-
tion with its vocational education program. The
Handbook is organized around four major topics: (1)
planning the volunteer program; (2) program admin-
istration; (3) implementation and operation; and (4)
program evaluation. Each of these topical areas is ~
described in sufficient detail to provide the reader
with an understanding of the procedures involved in
managing a vocational volunteer program.

The Handbook was developed for use by either sec-
ondary or poatsecondary institutions offering voca-
tional education programs. It does not presuppose
that the school system or institution hasany previous
experience in operating a volunteer program. 1t is
hoped that the Handbook will also.pe of benefit to
ongoing educational volunteer programs which wish
to broaden the volunteer services available to the

vocational program.

«*




Planningis easential for the succeesful implementa-

" tion of & vocational volunteer program. Effective plan-
ning sérves tocreate a climate supportive of program
implementation, to determine the specific needs for
volunteers within tlie vocational progfam, to develop
goalsand objectives responsiveto locl needs, toiden-

’ ,ﬂtify and secure the resources necessary for program
ithplementation, and to,determine many of the proce-
dures which will be used during the.operation of the
program. During the planning process, potential prob- *

. lemsregarding program implementation can beiden-
tified and resoived; each of those problem resolutions
will contribute to the subsequent success of the volun-
teer program.

-Securing Sépport - - .
s % .

Administrative Support

An educational volunteer pragram cannot be ex-
pected to succeed without approval and support from
the educational admpinistrators and policy makers

. who are ultimately responsible for the vocational edu-
cation program. Depending upon the educational level
and scope of the prospective volunteer program, those
administrators mightinclude the district superintend-

ent, the presideént of the community college or techni-
cal institute, the local director or dean responsible for
vocational education, and the principals of the schools
offering vocational education curricula. Without the
support of the appropriate Administrators, there is
little chance of gaining the support of the school or'
college board, instructors, and potential volunteers,
all of whom will be instrumental in planning and
implementing the yocational volunteer program.
Regfrdleu of whether ornot lpcal educational funds
will Be allocated to the volunteer program, board ap-
proval of the program:is likely to be necessary. Legal.
considerationsand insurance coverage for volunteers
will require board action, and board review and ap-
proval of health standards which volunteers should
meet is likely to be necessary (e.g., chest X-rays).
Furthermore, if grant or foundation funding of the

volunteer program is anticipated, board appraval will
probablybe required; and board approval will certain-
ly be-required if local educational funds are to be
allocated to the volunteér program. Since the school
or college board will make the final decision.regard-
ing these and 9therimportant matters, itisimperative
that board support for a vocational volunteer pro-
gram be sought diring’ the.early stages of program
planning.

Y .
Faculty Support

The cooperation and support of instructors‘and
other faculty members will also ieed to be obtained
during the planning of the program. Theidea of estab-’
lishing a volunteer program could be threatening to
some members of the faculty. They may be concerned.

~ that the involvement of volunteers will weaken their

bargaining position; that volunteers will be used to
replace paid staff; or that volunteers will be assigned -
«.to faculty members Wwho do not wish to become in:
volved in a_volunteer-program. Such concerns will
need to be alleviated, and the design of thie volunteer
program will need to reflect those concerns. Faculty
support for the volunteer program can be enhanced
by involving them throughout the planning process,
by convincing them that the program will be respon-
sive to their needs, and by emphasizing how volun-

teers can contribute to the quality of the total voca- *

v
-
.

-

tional program.

-
¥

Community Support

It is also important to obtain community support
and involvement in the planning of the program.
#Eventually, the volunteer program will be recruifipg
participants from within.the community, and there-
fore good school/community relations will contribute
to the program’s success. Local organizations, guch’
as industry and education cooperation agsociations;
trade and professional associations, labor organiza-*
tions, Chambers of Commerce, Voluntary Action Cén- ,

ters, local Urban Coalitigns, community action -

groups,Aparent-teacher associations, and other com-

.

*
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munity organizations can provide valuable support
to a volunteer program. As a result of their early
involvement during the planning of the program, local
organizations are more likely to be supportive of the
program dunng itsimplementation. Special attention
must be glven to avoiding alienation of any local

organization whose support (or at least its tacit ap-

proval) is considered partxcularly 1mportant to the
- program’s success.
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Establishing a Planning Advisory Group

The idea of establi shing alocal vocational volunteer

‘?rogram can come from any of the above sources:

rom the school administration), from a member of the
vocational education staff, or from members of the
community. Regardless of where the idea originates,
steps should be taken early to sﬁare the idea with
members of the school admmlstratlon The reason for
this is that administrative support for the idea in
principle will be needed toexploreits feasibility within
the school district orinstitution, j.e., to begin toplan a
vocational volunteer program.

Administrative support for exploring the possibility
of a vocational volunteer program should. be sought
following the recognized administrative structure of
the school or institution. At this early stage of plan-
ning it should be conveyed that the idea of utilizing
volunteers in the vocational education program ap-
pears to be worthly of further explorat:on that some-
one should look into it more thoroughly to see what it
has to offer. In essence, what is being.requested is
administrative approval to explore the idea more fully.
No administrative commitment should be séught or
expected until after the idéa has been fully examined.

Once administrative approval hasbeen obtained,a
planning task force orad visory group should be estab-

" lished. Such groups are common to volunteer pro-
ggrams, and are in many ways similar to local voca-
tional education advisory councils. Where the dis rict
or institution alréady has an established vocational
education general advisory council, representatives

« of that council should be invited to serve on the voca-
“ tional volunteer planning task force. Similarly, if
there is an operating industry-education council, it
also should be representéd on the task force. Other
tepresentatives on the task force mightinclude educa-
tional administrators, instructors, representatwes of

- localvolunteerorgamzat:ons business and industrial
}epresentatwes local government, representatxves
organized labor, commumty organu.atxons, mmonty

roups, and other interested membe;s of the commu-
‘nity who could make a positive contribution to the

. “program. As the'work of the task force progresses,

A ]

. provide advice on the feasibility and implications of

additional members might be invited to partlcnpate
(on either a regular or occasional basis) in order to

provide different perspectives or feedback on cbncems Ve

facing either the task force or the district.

The identification of the most appropnate persons ¢
to serve on the task force should be given thorough
consideration before inviting anyone to serve as a
member of that group. For this reason, it is advisable
that several people beinvolved i inthe 1dent1ficat10n of -
potential task force members, and that those people

.include non-school personnel as well ‘as members of

thefaculty and school administration. A group proce-
dure, such as a brainstorming session, isoneapproach
foridentifying potential task force members. Alterna-
tively, telephone contacts with community groups
could be used to identify potential members from out-
side of the school system. Regardless of which proce-
dureisused,one person (probablythe person initiating
the idea of a vocational volunteer program) should:
have responsibility for coordinating this effort.

Atthe outset, the purpose of the task forcewill be to

operating a vocational ivolunteer program. For this
reason the mltlal time commltment from task force

. members can be limited to perhaps two to four meet-

ings overa three-to elght-week period. Howe®r, if the
district or institution subsequently decides to proceed
with implementation of a vocational volunteer pro-
gram, members of the task force should be invited to

‘serve in a éontinuing capacity as the advisory com-

mittee for the vocational volunteer program.
In orderto utilize an advmory group effectively, it is

- important that the group be given a clearstatement of

its purposeﬂhe work expected of it, and an under-:
standing of the limits or extent of jts authority. The
voles and duties of the advisory group will depend
partially upon whereitis located in the organizational
structure. Advisory committees that provide inputinto
the office of the superintendent orthe premdentcan be
expected to be more centrally mvolved witk district-
wide poli‘cles purposes, goals, ob)ectxves and\eriteria

. governing the volunteer program. In contrast, advis-.

ory committées that provide input to a gchool coordi-
nator of vocational education, a princip4l, or a school-
based coordinator of volunteers can be expected to be
more concerned with operational details such as speci-
{ication of roles and duties of volunteers, volunteer

" recruitment, the selection and placement of volun-
teers, orientation and training procedures, and other

topics associated with the operation of the. school’s
vocational volunteer program. The literature on this
topic tends to support the creation of a district-wide
advisory group if more than one school or institation
within the district is expected to become involved in,
the volunteet program.
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Needs Assessment

“ If the idea of a vocational volunteer program has
some appeal, there is probably a general feeling that
the vocational education program could use additional
personnel to augment or enrich itswervices. Oneof the
initial tasks to be performed is to translate that gen-
eral feeling into more clearly defined needs of the
vocational education prograr. This can best be ac-

complished by conducting an assessment of the pro- |

gram’s needs which includes the needs of students,
instructors, administrators and support staff. The
needs assessment process will provide a means for
these potential supportess of the volunteer program to
provideinputintothe planning of the program, which,
inx turn, should serve to enhance their subsequent
utilization of volunteers. As a result of the needs
assessment, those involved in planning the program
will have some concrete information upon which to
determine the goals and objectives of the volunteer
program, the potential scope of activities to be per-
formed by volunteers, and the types of individuals to

_recruit as volunteers.

In conducting a needs assessment it is important
that representatives of all relevant groups be asked to

-

participate in the identification of needs. This would

include-instructors, students, administrators, other _

school support staff, employers of vocational program
graduatesand community groups or volunteer organi-

-zations which are concerned with education. Asample

representing the diversity of each group should be
identified forinclusion in the needs assessment. Infor-
mation from these representatives can then be col-
lected by means of personal or telephone interviews,
mail-out questionnaires; or (where applicable) through

_distribution of questiohnaires within the schools. &

A preliminary assessment of needs can be con-

_ ducted through individual or group discussions with

school and community representatives. Try to obtain
4 wide variety of ideas concerning how the existing
vocational education program could be enlianced or
further improved, and don’t let the ideas be réstricted
by stereotypes of what volunteers can de. If a voca-
tional volunteerﬁadvisoryg:omniktée has already been
established, have the members of that group describe
what they consider to be some of the areas in need of
improvement. Keep the options open; remember that
you want to explore a number of possibilities so that
you do not -overlook some excellent opportunities
where volunteers could be of assistance. .

A needs assessment q“uestfonnaire can provide for
greater input into the planning process whether used .
alone or following a preliminary assessment. In-de-
signing a mail-out questionnaire or one to be-distri-

-

the questionnaire should be determined by members
of the advisory committee or some other group which
reflects different perspectives of the possible needs of
the vocational education program. The questionnaire
also should allow respondents to identify other areas
where they feel improvement or assistance is needed.

The format of the needs assessment questionnaire
should be designed to gather the necessary informa-
tion in a straightforward 'manner and with minimal
inconvenience to the respondent. Include a place for
respondents to identify themselves if you also want to
use the survey in conjunction with the subsequent
r:c\ﬁtment and placement of volunteers; however,
keép\this identification optional so that respondents
will feel free to express their views.A sample format is
presented on the following page. This sample is for
illustrative purposes only and should be modified to
best reflect the existing situation where the assess-
ment is to be conducted. .

As can be-séen in the sample questionnaire, the
topical areas include a number of areas where volun-
teer assistance could potentially lead to program
improvement. Because many people are not aware of
the wide variety in the types of assistance which
volunteers ha-e effectively provided to vocational
education programs in other districts, the stereotype
of volunteers serving solely as tutors and classroom
assistants must be overcome in order for the results of
the needs assessment to be valid.

The data collected through the needs assessment
should be tabulated and summarized for review by
the advisory committee. Based on those data, the
advisory committee should determine whatitbelieves
are the most pressing needs within the district or
other service area which could be fulfilled by‘vocation-
al-volunteers. -

-

Program Goals and Objectives

Once needs for the vocational education volunteer
program have been established and identified, the
planning advisory committee is in a position to de-
velop goals and objectives to guide program imple-
mentation. Ideally, goals for the volunteer program
are based directly on the assessment of the needs of
the vocational education program. As sach, the goals
provide direction for the volunteer program. Once
those directions are determined, objectives serve .to-
quantify the outcomes that should be achieved in
order to attain each goal. After volunteer program
activities have commenced, the objectives serve as
bench marks against which progress can be measured

~—and the effectiveness of the program can be judged.
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The City Coliege’s Vocaiional Department is cur-
rently considering the establishmént of a program to
utilize volunteers in various capacities to enhance
and furtherimprove vocational education. Volunteers
would not replace any functions performed by paid
personnel but would provide assistance in performing
those functions. As part of the planning of such a
volunteer program, we are trying toidentify the areas

. which could benefit the most from the assistance of
volunteers. .

The questionnaire below has been prepared to give
you an opportunity to express your views concerning
various aspects of the City College’s vocational edu-
cation program. Please take a few minutes to let us
know what your views are regarding the needs of the
.program.

In responding to the items below, don’t underesti-
mate the potential contributions whlch volunteers
from business, industry and the community in general
could provide to vocational education.

1. Please place a check by each of the following
. areag pertaining to vocational education which
youfeel are in need of considerable improvement.

[J a. vocatioral counseling
’ 3 b. *planning new curricula
' Jec. keeping curricula up to date
(0d. student pl&cement in jobs i

Oe. community/employersupport of vocational
education

recruitment of new students

&

Of.
Og.
Oh.
Oi.
0;.
Ok.
01
Om.

remedial instruction

students’ job search skills

evaliation of students’ competencies:

curriculum completion rates ’

selection of new instructors

inservice instructional opportunities

On. student access to appropriate equipiment

Oo. curriculum advisory committees

. following up on program gombleters

. program completion requirements
conducting occupational analyses

. field trip opportunities

screening and placement of new students

-

program evaluation . 5

SAMPLE NEEDS ASSESSMENT QUESTIONNAIRE

Ou. other: :
Ov. other: :
O w. other:

Which three of the items you have checked or
added do you believe to be in greatest need =f
improvement? (Use the list to find the letters cor-
responding to the three items.)

— most in need of improvement

—— second most in need of improvement

— third most in need of improvement

For college personnel only:

Please indicate up to five of the areas listed where
you would be interested in having a volunteer(s)
provide you with assistance. (Use the list to find
the appropriate letter for each area.)

(Indicate letters in above spaces.) .

4. Which of the following categories best describes

your current status? «
O vocational instructor
[0 vocational administrator
0 other college staff
(0 vocational student
O employer y
0 employed worker
O other:

Optional: If youare interested in becoming further
involved in this effort, please provide your name,
mailing address and telephone number below so

.

This questionnaire must be returned by (DATE) in
order tobe used for planning purposes. To return, just
—fold-on-dotted-lines-shown-on- opposite- side; staple- -

where marked, and mail.
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Developing goals an2 objectives can be performed

* bya subcommittee or task force of ten or fewer persons
gelected from among the members of the advisory
committee. Further input can be obtained by mailing
draft goal and objective statements to {\1e remainder
of the committee members and any other groups and
individuals whose reviews are desired. Reactions to
the statements can be summarized, compared, dis-
cussed, and appropriate modifications made to the

goals and objectives. .

Development of goals and objectives by the plan-
ning subcommittee cafi be accomplished by applying
a small group technique such as brainstorming or the
nominal group technique, using the results of the
needs assessment as input to the group session (e.g.,
Delbecq, Van de Ven and Gustafson, 197&; Osborn,
1953). If such an approach is to be used, the responsi-
bility for conducting the group gession should reside
with a representative of the achool district. (Again,
thisis likely to be the person whoinitiates the explora-
tion of a vocational volunteer program.) The following
guidelines should be considered in preparing for and
conducting a goal/objective-setting meeting:

" o Aggregate needs assessment results so that they
will be easily understandable by goal-setters and
translated into goal statements.

e Prior tothe meeting, identify potential goal topics
(or needs assessment categories) which are related
to the overall purpose of the volunteer program
and utilize them for discussion purposes.

e Utilize a structured group goal/objective setting

technique, so that the amount and variety of sug- -

gestions,ideas and potential goals and objectives
are maximized.

o Stress that the results of the.session will provide -

the direction and the scope of the volunteer pro-
gram. Attendees should be made aware of the
importance of setting goals and objectives which
are appropriate and realistic in light of identified
needs and anticipated resources. Goalsand objec-
tives which are set too high will show the program

inra-badlight-whenitisevaluated and may result

Goals and objectives should be appropriate and
realistic.

Goal statements should designate what is to be
accomplished and the general purpose or intent
of the goal.

Objective statements should designattg1 more spe-
cific targets, time frames and results that lend
themselves to specific determination of the extent
to which they are achieved.

Some example goal and objective statementsillustrate
these principles:

Goal: To increase the job search skiils of voca-

tional program completers.

Objectives:
1. Torecruitatleast ten volunteersfrom
large businesses during the 1%82—83
school year who areknowledgeable of
job opportunities and/or personnel
department hiring procedures.

2. To utilize the above ten volunteers
during the spring semester in con-
ducting at least five workshops for
students to learn how to prepare a
resume and apply for jobs.

3. Toplan and conducta Job Fairin the
spring semester where vocational
education students can meet with
area employers.

Ts provide vocational education students
with greater access to new equipment
related to their vocational curricula.

P

Goal:

Objectives:
1. To recruit at least 20 volunteers dur-
ing the 1982-83 school year who will
serve as guest lecturers on new equip-

in a discontinuation of support. Those set too low
will not prove an incentive tothe staff and volun-
teers involved in the program.

b

In finalizing goals and objectives the following char-
acteristics should be taken into account:

Goals and objectives for the volunteer program
should be consistent and compatible with each
other and with the philosophy of vocational edu-
cation within the district. . )

-——— - — mentbeing-usedintheiroccupational
areas or industries.

2. Toidentifyatleast 20 employers dur-
. ing the 1982-83 school year whio will
agree to have vocational classes take

field trips to their businesses.

3. To have at least 50 percent of the
vocational education students partici-
pate in either a field trip or guest lec-
ture on new equipment during the
1982-83 school year.

¥
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Volunteer Roles, Duties
and Responsibilitizs K

Theresults of the needs assessment will also provide
abasis forclarifying the roles, duties and responsibili-
ties of vocational volunteers. A preliminary descrip-
tion of the volunteers’ roles, duties and responsibilities
will probably be developed during the earlier stages of
planning, when the support of the school board, ad-
ministrators and instructorsis sought for the creation
of a vocational volunteer program. However, follow-
. ing the nees assessment, more specific information

will be available concerning how volunteers might be
involved in the school's vocational education pro-
gram. Those potential areas ofinvolvement will need
" to be reviewed in light of previous assumptions con-
cerning the roles and duties of volunteers, and modifi-
cations may need to be incorporated into the final
descriptions of vocational volunteers’ roles, duties and
responsibilities.

One of the central issues which musf be addressed
in planning:the volunteer program is the extent to
which volunteers will be performing duties which
would otherwise be performed by paid personnel or
not be performed at all; this issue must be considered
when defining the roles and duties of vocational vol-
unteers. To paraphrase Marlene Wilson (1976), there
are two central questions which mustbe addressed: (1)
What does the vocational program need? and (2) What
will the staff accept? Obviously, the answers to these
two questions will depend upon the specific contextin
which the vocational volunteer program is to be in-
stalled. However, staff acceptance of the program is
likely to be greatest where the role of the volunteeris
clearly defined so as not to impose a threat to paid
personnel. To avoid such a threat, it is important for
paid personnel to be involved in the planning of the
program and in the determination of volunteer roles
and duties. Theirinvolvementin the determination of
volunteer roles and ‘duties can be strengthened by
establishing a faculty and administrative subgroup
of the planning advisory committee which is assigned
responsibility for recommending the types of roles
and duties to be pérformed by vocational volunteers.

The potential roles which volunteers could play to
enhance a vocational education program are indeed
numerous. Various possibilities will need to be.con-
sidered when designing the needs asséssment and
when reviewing the results of the needs assessmentin
light of the organizational context in which the pro-
gram is to operate. To illustrate the potential areas
where volunteers might be of assistance to a voca-
tional education program, a variety of possibilities is
presented below. Forclarity of communication, they

are classified according to whether they pertain to
direct instructional support or administrative support
services,

Instructional Support:

1. Provision of class and/or laboratory skills in-
struction under the supervision of a certified -
vocational education instructor

2. Provision of specialized instructional support
services to disadvantaged, handicapped, cr
limited English-speaking students

3. Assistance in the provision of employability
and job search skills

4. Development of curricula and instructional
materials

" 5. Tutorial ‘assistance in vocational educational
subject matter areas

6. Assistance in monitoring student progress
7. 1dentification of potential safety hazards

8. Participation in the evaluation of student work
samples

9. Resource persons in career education centers
10. Development of work experience job sites
11. Supervision of on-site work experience
12. Establishment of job develoopment contacts
with employers
13. Placement of program completers in jobs
14, Location of part-time work for students

" 15. Conductofjob and task analysis for the purpose

of curriculum development

16. ‘Design of alternative schgol arrangements

17. Assessment of the adequacy of instructional
materials for application to special populations

18. Performance of outreach and student.recruit-
ment functions

19. Location and follow-up of dropouts/early-leavers

20. Involvement of business and industrial person.
nel in achool operations

Administrative Support Services:

1. Assessment of community need for specific job
skills )

2. Determination of the nature and extent of spe-
cial population needs for vocational educahon
and support services

3. Participation in the development of local plans

4. Inventory of community resources for serving
identified special population needs




&

" 5. Promotion of coordination betwsen local com-
munity agencies
.6. Assessment of the extent of community support
for vocational education i :
7. Evaluation of theimpactof vocational education
programs
8. Development of community support for voca-
tional education, especially among special pop-
ulation groups .
9. Assistance in the coliection, processing, and
reporting of vocational education data
10. Service as citizen advisors to vocational educa-
tion administrators -

«

Ancther valuable. role commonly assumed by educa-
tional volunteersis the community resource volunteer
_ (CRV). The CRVs differ from those volunteers de-
scribed above in that they are recruited on a special
basis in response to a specific short-term need, rather
than being committed to a scheduleona regular basis.
Typical duties which CRVs can fulfill include the
foliowing:

o Making special presentations of interest to in-
v structors and/or students (e.g., instruction in a

new area of industrial applications, opportunities
for women in the trades, quality control proce-
dures in an area hospital).

o Leading field trips to potential employment set-

- " tings.

e Providing on-site training for students. .

The distinction is made between the community
resource volunteer and the regular volunteer because
program implementation strategies may differ for the
two types. Differences in approach are noted as ap-
propriate in the Implementation section of the Hand-
book. )

Responsibilities of The-School

.In conjunction with planning the roles and duties
of volunteers in the vocational education program,
consideration will alscr.eed to be given tothe schools’
responsibilities to volvateers. One of the district’sini-

" tia] responsibilities will be to extend its accident and
liability insurance coverage to include volunteers. If
volunteers will be transporting students, staff or other
-volunteers;secondary coverage automobile insurance
should be provided by the district. While perhaps not

necessary at the outset of t7.2 volunteer program, for .

- its long-term prosperity the district may find it bene-

>

ficial to assume responsibility for providing volun-
teers with reimbursement or other assistance for
transportation expenses, meals, and child care while
they are involved in their volunteer assignments.
More global responsibilities of the school and staff
have been defined by McBride (1978) and are pre-
sented below. '

o Prepare staff members to accept and respect the
volunteer as a co-worker

o Provide orientation and training to the volunteer

o Provide jobs thatare meaningful to the volunteer

e Be alert for volunteers with special needs or
talents -

e Give the prospective volunteer the same attention
in regard to placement as a paid employee

e Makeit possible for a volunteertoserveona trial
or probationary basis

o Realistically outline the time, skills and needs for
carrying out the proposed job

¢ Provide an adequate, pleasant work sp&ce and
clear instructions > *

e Accept the volunteer as part of the team, and
include the volunteer in training and relevant
staff meetings

¢ Involve the volunteer to éxtend services so more
can be done within time and budget limitations

Planning for Program
Implementation

Implicit in several of the above responsibilities are
items:which will need to be considered prior toimple-
mentation of the volunteer program, e.g., orientation
and training of staff and volunteers, development of
job descriptions, provision of work space; screening
and placement procedures. While each of these items
will nieed to be plunned for, they are. essentially on-
going responsibilities which the.school will need to
attend to throughout program.implementation. For
this reason, they are discussed in more detail in the.
Implementation section of this Handbook.

As the preceding planning activities progress, the
specifics of the intended program operations should
be documented in the form of a written plan. The plan
will first serve as a description of the proposed pro-
gram,.which can be reviewed by the various factions
whose support will be needed for the success of the
program. Furthermore, as the plan begins to take:
shape, program costs can be estimated in light of the

“
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perceived scope of the program and its staffing and
other resource requirements.

While the planning of the program-might be per-
formed by existing members of the school staff and
. members of the advisory committee, the subsequent

administration, operation and further development
of the program can be expected to requirethe attention
of a program coordinator or director of the vocational
volunteer program who can devote at least half-time
to the program during its operation. In most educa-
tional volunteer programs, the director or coordinator
of volunteers is a full-time salaried position (Cham-
bers, 1972; MacBride, 1980; Bender, 1975, Perkins,
1966). By making this a paid position within the
school system, the responsibility for administration
of the program is centralized, more effective utiliza-
‘tion of resources is possible and constant and.con-
tinuing management for the program is available to
ensure smooth operation of the program. Whether the
position is full-time or less than full-time will depend
upon the scope of the program (e.g., number of schools
involved, number of volunteers to be recruited and
screened, etc.).

Financial Considerations

Program Costs

In addition to the costs associated with the volun-
teer-.program director’s salary and fringe benefits, the
school system will need to anticipate the costs associ-
ated with providing the director with office furniture
and equipment, telephone service, postage, routine
office supplies, secretarial and clerical assistance (al-
though these might be provided by volunteers), and
local travel reimbursement. Other costs which may

need to be budgeted for include insurance coverage .

for volunteers, travel reimbursement for volunteers,
printing (promotional materials, volunteer directory,
etc.), special events (volunteer'recognition programs,
seminars and workshops), publications, and coffee,

meals and child care expensgesfor volunteers. Some of
these costs may be significantly reduced or avoided
entirely due to administrative decisionsregarding the

operation of the volunteer program, e.g., that volun-

teers will not be provided child care services or re-
imbursément; that all printing will be performed by
the school’s graphic arts curriculum; that existing
office furniture and equipment will be made available
for use by the vocational volunteer program.

Based on the costs associated with four vocational
volunteer programs of 12 months duration, one should
anticipate that a year-long program will cost between

$2,000 and $9,000 exclusive of the salaries and fringe

benefits for the program director and secretarial
support.

Funding Sources

Potential sources of funding for the program will

“need.to be identified, and multiple funding sources

may prove to be necessary in order to cover all aspects
of the program’s operations. One possibility is toapply
for funding under Subpart 3—Program Improvement
and Supportive Services—of the Vocational Educa-
tion Amendments of 1976 (P.L. 94-482). Local educa-
tional funding, of course, should also be explored with
regard both to initial program costs and more long-
term funding should other funding be secured for a
short-term demonstration project.

With regard to local matching requirements, it is
important to note that the federal regulations pertain-
ingto the Vocational Education .imendments of 1976
(P.1. 94-482) specifically preclude counting the serv-
ices provided by volunteers asa part of the State/local
match of federal dcllars: “Only actual expenditures of
State and local funds shall be accepted as part of the
State’s matching and maintenance of effort require-
ments. This means ‘that in-kind contributions shall
not be used as part of\the State’s matching and maint-
enance of effort requirements” (CFR, §104.301d). How-
ever, this restriction doesnot apply toall other sources
of federal funding for education which require State
or local matching of federal dollars: “Volunteer serv-
ice may be counted as matching or cost sharingifitis
an integral and necessary part of an approved pro-
gram” (CFR, §100b.93).

Funding from private foundations and corporations
is another possibility for supporting the program,
particularly during its developmental and initial im-
plementation phases. In general, foundation support
is for innovative educational activities on a short-
term basis, so continued funding would have to come
from other sources. Corporate support is more likely
to be release time for its employees to volunteer—
including the possibility of serving as director of a

" vocational volunteer program—than it is to be a direct

grant for program activities. However, even where
corporations do sponsor employees on social service
leave for an extended period of time, the time frame is
rarely more than one year. Therefore, whether initial
financial support is sought from foundations or cor-
porations, the school or college should be prepared to
assume financial responsibility for the volunteer pro-
gram following a demonstration period.

o )




y Evaluation )

A tentative-plan for evaluating the success of the
program should be developed prior to preparing any
formal request for funding the vocational volunteer
program. Such a plan wouldindicate the objectivesof .
the volunteer-program, how the objectives are to be .
measured, and the anticipated time-frame for mea- ~.,
suring the achievement of objectives. However, the
feasibility of achieving the initial set of objectives will . \
depend upon the amount of resources committed to .
the program, and therefore the evaluation plan will -
probably need to be'modified in response to the actual
level of funding obtained. {
@ Since evaluation should be an on-going component

of the vocational volunteer program, more specific . o

o - information-concerning program-evaluation-is-pre- - S R i
sented in the final chapter of this Handbook. - ) -

]
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II. Program Administration

>

Administrative Structure

As noted in the previous chapter, the volunteer pro-
gram should be managed by a coordinator or director
of vocational volunteers. This should be a paid posi-
tion, Thulocation of this position within the adminis-

_trative.structure will need to be determined before
program operations begin. Where an existing schiool
volunteer program'is in operation, the coordinator of
vocational volunteers can be a position under the
direct line and jurisdiction of the director of the school
volunteer program. Such an arrangement will facili-
.+ tate coordination of functions common to both types

“of programs (i.e., recruitment, selection, placement,
etc.). However, in this situation it is imperative that
formal chax?nels,o_ggommunication be established be-
tween the coordinator-of voeationel volunteers and
the director of vocational education programs within
the district, school or institution. Without-effective

made to provide that person with gecretarial services.
At the outset of the program this will probably require
approximately a half-time gecretarial assignment,
and existing secretarial personnel may be able to carry
the additional work generated by the vocational vol-
unteer program. It also might be possible to em ploy &
work-study or cooperative education gecretarial stu-
dentto provide secretarial servicesata minimum cost
to the program.
The coordinator of the program will need to be pro-
- vided with office space and furnishings which are
conducive for interviewing potential volunteers in a
private setting. Additional space, perhaps where the
secretary is located, will need to be available so that
applicants or other interested individuals can be
seated comfortably while waiting ‘to meet with the
coordinator. .
‘Office equipment and support services which should
be provided to the volunteer program office include

. communication and coordination between these two—- filing cabinets, typewriter(s), telephone(s), photocopy-

positions, the success of the vocational volunteer pro-
gram is doubtful.

Where a school volunteer program is not currently
operating, it is recommended that the coordinator of
vocational volunteers be a position which reports
directly to the local director or district dean of voca-
tional education if the volunteer program istoinvolve
inore than one school or institution. Where the pro-
gram istooperateina single school orinstitution, the
coordinator can be a position under the administra-
tive direction of the dean of vocational education, the
principal of the school or the president of the institu-

‘tion. The intent should be to locate the coordinator
position directly under the position which provides
the greatest direction to the school’s vocational rduca-
tion program (see Figure I1-1). Whether this is the
school principal, president of the institution, or dean
of vocational education will depend-upon the parti-
cular setting in which the volunteer program is to be
implemented.

Support Requirements

In addition to the position of coordinator or director
of vocational volunteers, provisions will need to'be

" ing équipment (or access to such equipment), desks,

chairs, and bookcases. Office supplies which will be

needed by the program will-likely include postage,

printed stationery, specially prepared?ecruitm\entand
P4 . . . o

application forms, promotion al literature, and every-

day officeitems suchas staplers, tablets, pens, pencils,

‘paper clips, typewriter ribbons, etc. ™

Program Monitoring and
Record Keeping

Part of the administration of the volunteer program
will entail the collection of information for use in
monitoring program activitiesand the expenditure of

_program resources. The coordinator of the program
aswell as other administrative person nel will need to
- detefmine the specific types of information which they
will want to maintain on program operations. Cer-
tainly, provisions must be made for monitoring the
program’s expénditures in relation to its operating
budget. The reimbursement of volunteers’,out-of-poc- -
ket expenses, such as meals and travel, will need to be
monitored routinely so as to ensure prompt payment
and avoid over-expending the program’s budget. A
balance sheet for the program should be updated at

2
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Figure II-1. Possible Organizationql An'an‘gegnenta for Vocational Volunteer Program
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least monthly to show the remaining funds available
by budget line items; (e.g., salaries, travel, printing,

telephone, etc.). . o .
The volunteer program coordinator should main-
tain a current record of volunteers participatingin the
vocational education program. There are several rea-
sons for this. First, the coordinator will need to ensure
that all volunteers have met the necessary health
standardsand liability insurance requirements of the
program. This can only be accomplished if the volun-
tee: program office maintains records on current vol-
_unteers. Second, the volunteer program office should
be able to contact directly all current volunteers to
inform them of any changes in program operatidns
(e.g., travel reimbursement rates, health-and insur-
ance requirements, personnel changes, etc.), and to

inform-them of upcoming events which-may be of

interest to them (e.g., workshops, school open-house,
ceremonial events, etc.). Third, a thorough record of
volunteers who participate in the vocational educa-
tion program can be extremely helpful when if comes
time to assess the extent to which volunteers have
performed their intended roles. In this regard, volun-
teers expect and deserve a performance appraiaal con-
ducted at least annually which can enable them to
review their progress, neecs and accomplishmentsin
light of their volunteer assignment.

A centralized filing system should be established to
organize’the information contained in the volunteer
application forms, interview.summaries, the request

_for volunteer forms, and the volunteer placement
records, (samples of these forms are presented in
Chapter IV). The filing system should be designed to
makeit easy todifferentiate between those volunteers

_whoare waiting fora volunteer assignment and those
who are currently working as vocationsi volunteers.
This can be accomplished by using either completely
separate files, or by using color-coded tabs or file fold-
ers to differentiate new volunteers from active volun-
teers, returning volunteers and former volunteers.

A separate set of records should be maintained on

- the instructors and other school personnel who are .

participating in the vocational volunteer program. As
. with the information on volunteers described above,
the record system should be designed to make it easy
to differentiate between thoseinstructors who are cur-
rently working with volunteers and those whose re-
quests for volunteer assistance have yet to befilled. A
third category should be provided for filing recordson
school personnel who previously participated in the
volunteer program but are no longer working with
volunteers. This lafter category may be particularly
helpful when assessing limitationsin the program as
part of the program’s evaluation activities (see Chap-
ter IV),

- “
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_As the record;keeping system increases in size and
complexity, a cross-referenced central index should

be developed to enable rapid access tothe appropriate: i

files. For example, if volunteer applications are filed
alphabetically, a cross-referenceindex might be devel-
oped to locate the names-of applicants classified by
théir skills and interests. In this way, the program
coordinator would'be able toidentify quickly all appli-
cants who sharad similar skills and interests relevant

to the vocational voluiteer program’s objectives. The -

use of such an index.is particularly advantageous

- when applicants have'multiple skills to offer or when

the ‘volunteer’ is an organization which can providea
numbe of different types of voluntary assistance to
the vocational education program:

If the vocational volunteer program has access toa
word processor or microcomputer, these can easily be
applied to maintain program records and match vol-
untsers to assignments. They also can greatly reduce
the amount of secretarial time required-for written
correspondence with potential of active volunteers,
since they are ideal for personalizing form letters.

) £
Volunteer Program Supervision

While the overall management of the volunteer pro-
gram will be the responsibility of the program coordi-
nator, most of the direct supervision of volunteers will~

_ beprovided by the vocational education instructors or

other school personnel who requested the assistance
of volunteers. The nature of the volunteer assignment
will likely determine the most appropriate procedure
for providing on-the-job supervision to the volunteer.

Where the volunteer is placed in a continuing assign- -

ment with a vocational course, the course instructor
would be the volunteer’simmediate supervisor. How-
ever, if the volunteer is assigned to work with a parti-.
cular student on a continuing basis, the supervision

*  of the volunteer could be the responsibility of one of

the student’sinstructors, a counselor, or another mem-

ber of the school staff. :

‘At each school participating in the vocational vol-

unteer program, one member of the -achool staff

should be assigned ‘responsibility for coordinating

program activities. This person could beaninstructor.-
counselor, the principal, a department heed, or a

secretary- who would serve as liaison between the -

volunteer program office and the school. Thus the
need for such a periéon is greatest where the program
coordinator’s office is not located at the school or

institution participating,in the volunteer program.

The school liaison would assume responsibility for
supervising thé coming and going of volunteers with-

in the school. Thi‘l would include ensuring that park- .

9
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mg space is available for volunteers, that the volun-
teer sign-in/out procedure is followed, that- -request
. forms for'volunteer assistance are avallable to voca-
ticr:al personnel, and that-volunteers-are aware of

school policies and procedures. These responsibilities

can be performed by various members of the school
staff on a rotating basis each semester or year; it
should not require the hiring of another staff member.

Staff Relations -

The development and perpetuation of a positive
relationship between the volunteer program and voca-
tional education staff is imperative for the success of
the program. Through the involvement of staffin the

‘planmng of the program and staff orientation ses-
sions during program implementation, a foundation
is established upen which a positive relationship can
be built. The perpetuation of that positive relationship
.can be enhanced by actively seeking toidentify prob-
lems as they arise and by developmg strategies for
overcoming those problems.

Toidentify potential problems which could jeopard-
ize staff relations, the volunteer program’ office will
need to keep attuned-to the staff’s response to the
program and their perceptions of the program’s limi-
tations. This can be accomplished by periodicaily con-

tacting staff members who have requested volunteer’

assistance and asking them for an ‘appraisal of the
assistance which they received. This serves not only
to identify program limitations but also to foster the
attitude that the volunteer program office is.commit-
ted toimproving its servicesin response to staff needs
and recommendations. The volunteer program office
should also encourage the pa'txclpatmg staff to con-
tact the office whenever they are experiéncing. diffi-
culty in working with a volunteer. It should be made
clear to each participating staff member that the vol-
unteer program office is ready to be of assistance to
them at any time that they are experiencing a problem
pertaining to the volinteer program. A discussion of
these points should'be held during the staff orienta-
tion sessions, as described in the next chapter.

For additional information on the administration
of volunteerprograms, the following publications are
recomimended. .

Volunteer Administration, published quarterlyby =

the Association of Voluntary Action Scholars,

-

The Pennsylvania State University, - Umversxty '

Park, PA.

Voluntary Action Leadership, published quarter-
ly by VOLUNTEER: The Nationdl Center for
Citizen Involvement, Washington, D. C.

4 .

. The Effective Management of Volunteer Pro-

grams, by Marlene Wilson. Volunteer Manage-
ment Associates, Boulder, CO. 1979.

Helping Hands: The Key to Success. Office of
Training and Human Development, YMCA of
Metropolitan Chlcago, 1979.

-
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If the preceding sections of this handbook have
been followed, by the time you are ready for imple-
menting a vocational volunteer program you willhave ;
a written plan'to guide you in your efforts. The time
and eriergy which were expended in develpping that
plan will prove to be well invested throughout the
program implementation process.

-
¢ -

Staff Orientation

During the planning of the vocational volunteer
program, initial steps will have been made toward
informing members of the administration and staff of
the intended purpose of the-vocational volunteer pro-
gram and the potential roles which volunteers could
play toimprove the quality of the vocational education
program. At that time, interaction with members of
the staff also served to gain input from them concern-
ing what they believed to be appropriate forinclusion
in the vocational volunteer program.

Objectives of Orientation

Once the decision has been made to proceed with
implementation of a vocational volunteer program,
additional orientation should be provided to stimulate
further staff interest in and support for the program.
The following represent_typical objectives of staff
orientation: © . :

1. To acquaint the staff of the schodl with the

- goals and structure of the volunteer program

2. Todefiné areas of curriculum or program activi-

, ties which can be carried out by volunteers
under professional supervision

3. To équip staff members with techniques for
fostering sound interpersonal reldtionships
with volunteers N

4..To interest staff members in inservice training
cand gssistance as they work with volunteers

v

¢ -

o
.

5. To explain the need for meaningful evaluation
leading to the improvement of the volunteers
program (From Chambers, 1972)

.~

» QOrientation Sessions
k-4

An announcement of theplan toimplement a voca-
tional volunteer program can serve as the initial step
in orienting the staff to the new program. If possible,

tNe announcement should include a statement from )

the school board or president of the institution indi-
cating their support for the program. The announce-
ment should also provide information on the goals of
the program, the potential services to be provided by

. volunteere, the name and location of the coordinator
of the volunteer program, and possibly the scheduled
Jdates for ozientation meetings with members of the
staff.

Orientation meetings=will need to be tailored to
local circumstances. In some settings it may be pos-
gible to offer an orientation to the vocational volunteer
program as a topic for presentation at a regularly
scheduled meeting of the faculty. In other situationsit
may be necessary or advantageous to sghedule sepa-
rate meetings for faculty orientation. Other methods
of providing orientation, as cited by Helgerson (1975),

include special workshops, newsletter articles, period-* .

jc workshops, and combined sessions withboth teach-
ers and volunteers in attendance.

The orientation meetings should be structured soas
to allow for two-way communication between faculty

mempers and the volunteer program director orschool

coordinator. While some of the faculty may have re-
ceived an orientation to the program through their

involvementin its planning, others willhavenoprior .

knowledge of the vocational volunteer program. For
this reason, it is essential that the program coordina-
tor be fully prepared to answer the wide variety of
questions likely to be raised by persons who have
_given little previous thought to working’ with voca-
tional volunteers. . !

Considerable thought and effort should ?)e gi\;'en to ~

preparing for the staff orientation sessions. In addi-

tion to the oral presentation, handouts should be pro-

15
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vided which describe the organization of the volunteer
program, guidelines for ‘working with volunteers, and
eample volunteer job descriptions. Topics for inclusion
m the presentation might 1nclude

¢ the roles of vocational volunteers .

® benefits which can be realized through the i in- .
volvement of volunteers

e goals and objectives of the vocational volunteer -
program . .

e services provided by the volunteer program staff

¢ volunteer recruitment, screening, selection, train-

. ing and placement procedures

® pre-service planning for 1netructore worlang thh
volunteers -

~ .preparing instructors to work with volunteers

¢ instructors’ responsibilities in working with vol-
unteers

¢ providing growth opportunities for volunteers

¢ problem resolution procedures

¢ evaluation of the vocational volunteer program-

. 1denhfy1ng your needs for volunteer aemcee

¢ student orientation’ . .

Ifthe ﬁrogram has a community resource volunteer

* component; instructors will need to be given more

information how to prepare for the program, orient
the volunteer and act.as a host for the program.

Staff orientation to the program should contiriue to

beé offered as the volunteer program expands. Provi-

sions will therefore need to be made to alert staff to

upcoming orientation sessions or to enable them to

sign up for orientation on an as-needed basis. The

" school administration should evidence its support for

necessary to attend orientation sessions.

*

Community support for the program should be culti-
vated during the planning of the program and con-
tinue to be nurtured throughout the duration of pro-
gram activities. Community repreoentahves who were -

involved in planning the program should be recog-

nized for their contributions to the planmng effc-t
and kept informed of the progress being made. Other
communityleaders and influentialgroups should alsot ~*
be contacted and made aware of the volunteer pro-
gram, its purpose, and the benefits which it can bring
to the lchool 8 vocational educahon:program and the
community at large.

Informing the community of the vocational volun-
teer program can begin justprior to recruitment and
contihue thereafter-on a regular basis. Indirect ap-
ploaches such as newspaper articles, radio talk shows,
television news cpverage, bumper stickers, billboards,
posters and numerous other meanscan be usedto alert
the public to the existence: of the program. However,
prior-to initiating a public awareness campaign it is
important that the volunteer program be prepared to
respond toinquiries which arelikely to result from the
pubhcrty, potenhal yoluriteers are likely to lose inter-
est if, theirinquiries are not responded to promptly.

Theimportance of maintaining good relations with
community orgamzahona and othérlocal groups can-
not be overemphasized. In some instances this may
entail the coordination®of éfforts betweerrthe voca-
tional volunteer program and other volunteer agencies

(e.g., the coordination .of recruitment with the local

Voluntary Action Center). In other cases support for
the prégram can be maintained by keeping various '
groups informed of program activities and expressing

appreclahon for the assistance provided by thosen\/-

groups. Above a]l, it must be realized that the dliena-
tion of'a single group can have a ripple effect through
other community organizations, waich can ultimately

ion of school board support for the program.

the program by provndmg paid staff with the time {iesult in the loss of many volunteers or even termina-
ti

Commuhnity Relations

Whereas staff orientation serves to create a climate
within the schools which will be supportive of the
volunteer program, community relations serves a
similar function outside of the schools. It is from the
community that volunteers will be recruited, and the
success of recruitment efforts will depend upon the
relationship built between the program and the com-
munity. In the words of Marie MacBride (1979), “A
director of volunteers who maintains conhnual con-
tact with the various segments of his/her community
will never lack sources of volunteers.”

Identifying Specific Needl;

_for Velunteer Assistance

During the planning of the vocational volunteer
program, it was suggested that a preliminary assess-
.ment of needs be conducted to determine the various
typee of volunteer services needed by the vocational
program and the potential magnitude of those needs.
That assessment of needs will have served as a basis
forclarifying the roles and duties of vocational volun-
teers and developing prelimi job descriptions. As
the program enters the i 1mplemen,tahon phase, it will
be necessary to identify specific needs for volunteer

- +
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assistance among the various members of the voca-
tional program staff. Prior to any recruitment effortit,
will be necessary to identify speciﬁcmee%s represent-
ing potential assignments available to vocational vol-
unteers. Through the identification of those specific
needs, the recruitment and placement of voﬁmtgers’
will be guided and additional job descriptions can bé
developed. A sample volunteer job description, for a
Vocational Shop/Laboratory Assistant, is presented’
on the following page. " .
The development .of velunteer job descriptighs
should be the responsibility of the director of the voca-
tional volunteer program. By maintaining this as part
of the director’s responsibility, there is less of a-possi-
bility that a volunteer position will be created which
is perceived négatively by other membersof the school
staff. However, in the development of new position
descriptions, the director should encouragginput from
faculty and others so that the position/descriptions
accurately reflect their needs. - e 7
“While the identification of staff needgfor volunteers
should be a continuing process throughout the dura
tion of recruitmient, a major-effort should be made-
shortly prior to recruitment-to identify potential vol-
unteer assignments. Requests for Volunteer(s) forms
distributed to members of the staff are quite fréquently

P
ey
-~

used to identify specific needs for volunteer assist- °

. ance. A sample form used o identify requests for
volurteers is presented on pagé 19. -

A similar form can-be used $o obtain requesfs for
community resource volunteerd \CRVz). If a:file or
handbgok of resource personsis available, instructors .
may request the CRV by name. Alternatively, or if it
is ‘the first round: of reqilests, they-may request a
particular topic, topical area or type of activity. A
sample form for requesting CRVsis presented in the
section of placement. This may be gccomplished in
conjunction with the requests for regular volunteers
o, as descrihed in later sections, as part of the place-
ment process. " .. .

The distribution of the Request-for Volunteer(s)
forms can be atcomplished through the school mail,
at regular staff meetings, or at orientation-sessions
where staff members are made.aware of the purpuse

-. » and goals of the vocational yolunteer program. Re-

gardless of the distribution' procedure selected, it is
generally advisable tolimit distributionjo those mem-
bers of the staff who have already participated in.an
orientation meeting or been provided orientation
materials. Through attending an orientation session’
‘the staff members will be made awareRf the'yaricus
types of activities planned for volunteers, the training
available to volunteers and staffsthe responsibilities
which they will be assuming #hen working with a
volunteer, and other aspects of the program which

-

2~ ) ,
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e;;vjll en'able them to make an\informed de&:isio;)'egard-

ing their desire torequest and be assigned & vocation-

Y al volunteer. *Te

N

o
Prior to distribution of the Request for Volunteer(s)
form, it is important that a procedure be established
for processing the forms as they are received by the

* Vocationdl Volinteer Program. The: following steps

*

delineate a suggested procedure: | .
& . o

1. Sc'rveen each form to ensure that it is completjé
and that the type of volunteer assistance re-
quested is clearly understood. Request add;tiqq-

al information as necessery. )

e G

. 2. Classify the.completed forms according to the
volunteer job description or type of assistance
needed. 7 SR .

3. Review the file of available volunteers to deter-
mineif an appropriate applicant isavailable. If
not available, recruit to fill the position.

Notify the staff membér that his/her Request:
has been received and the status of the Request.

4.

A N x

Sincetheinitialidentification of specificstaff needs
for volunteers should precede thé first volunteer re-
cruitment campaign, there is likely to'be a delay be-
tween the time the Requests are received and the time
when appropriaté volunteers are located. The voca-
tional staff should be made aware of this'anticipated
delay’so that their support for the volunteer program
does not turn to disappointment during the time re-
quired for the first recruitment drive. As the program-
develops and a file.of potential volunteers is main-
tained, there should be less_of a delay between the
receipt of a Request and the location of an appropriate
volunteer. However, even when an appropriate yolun-
teer can be immediately identified to fill a particular
Request, some delay should: be anticipated by.the
vocational staff in order to allow time for volunteer
orientation and training (where necessary). For these

* reasons, the volunteer program office ghould respond

to each request for a volunteer to inform the staff
member of the likelihood that his/her request.can be
filled in the time frame indicated on the Request Form.

Unfilled Requests for Volunteer(s) will need to be
periodically reviewed and updated so that the volun-
teer program-staff will know which'potential assign-
ments are still available. Throigh telephone or mail i
contact the volunteer program office can verify the
current availability of unfilled Requests and remove
from the files those Requests which are no longer
current. By keeping the records of available assign-
ments up to date, recruitment and placement efforts
can be directed atthose assignments which offer defi-
nite placement opportunities.
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Vocational Volunteer Job Delc{iption

o Job Title: Vocational Shop/Laboratory Volunteer .
¢ School/Department: All District Schools/ Trade & Industrial and Technical Education ~
. & - i

o T ii:e Requirements (Length/Schedule): 9@ semester/minimum of 1 hour per week during school hours

..
-

4 ¢ Objective of Poui!.ion: To assist the shop/laboratory instructor ir. preparatory and instructional duties

-¢ Responsibilities and Tasks:
1..Demonstrate industrial applications of technical principles

2. Assist in providing individual or small group instruction to students

. 3. Assist students with special projects

4, Demomtiate'aafety principles in work behavior

5. Provide assistance to, the instructor in preparing matructzonal matenals and evaluating atudent
performance: . )

> , o

s : \ N .

‘o Qualifications: =~ = K Lt
Education: Minimum of high school dzploma in Trades & Iniuctnal or technical field or appropnate
on-the-job training .

) . o . . ‘ -
Experience: Work experience in an industrial shop/laboratory/related to vocational instructional area
Peuonal Characteristics: Ability to relate well with othen, tocommaunicate effectively on a student level
and to demonatrate good work habits, Pontwe attitude toward teachmg and learning.

*

Other desirable lhlll/mtere{tl Some Imowledge of teachmg/learmng prmczpla - P
¢ Trglmng to b Provided: Volunteer pre-service training to familiarize volunteer with achool equipment/
. machinery and course objectives > =7

i * *

o . Miscellaneous Rquirementa’/ Comments: Aftémoon and evening classes are being offered

«3
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| h 1
(Name of Vocational Volunteer Program)
» * (Address)
’: o (Telephone Number)
) REQUES™ FOR VOLUNTEER® T
Vo
Date: - ‘ Department/Curriculum: -
Contact Person: Location: )
" "Number of Volunteers S : . L
Needed: i Phone/Ext.:
) Type of Servics Needed and Mjor Responsibilities
- (Attach Job Description if available):

Qualificatione (education, work exﬁerienc,e, special skills): -

. .
Duration of Assignment: : _
Days and Hours: < )
Preferred S;tarting Date: —

ke kk gk Rk ] * £ 1] Hhpppkkhk
. DIRECTOR OF VOCATIONAL VOLUNTEERS’ RECORD
- T TTIT T , * T T Tl T

Date Request Filled: -
Volunteer Assigned: _ _ ID#
Reason Unable.to Kll:




Recruitment of Vocational Volunteers

Recruitment provides the means by which contact
is made with individuals and organizations who are
potentially willing to provide volunteer servicesto the
vocationa] education program. It is similar in some

respects to the development of community support for-

the volunteer program, although the purpose of the
latter is much broader than recruiting volunteers.
Through various recruitment procedures, members of
the community are not only informed of the purposes
of the volunteer program, they are also made aware of
the types of volunteer skills or services needed and are
asked to’help in meetir.z those needs.

In seeking the assistance of vocational volunteers

_____itisimportant to.consider.the various.factors.which..

motivate people to take on votunteer responsibilities.
If one begins with an understanding,of why people
volunteer, then it is much easier to develop a recruit-
ment program which will make the idee of volunteer
work most appealing to prospective volunteers. In
this regard, Wilson (1979) cites the following factors
ag being frequently stated reasons for volunteering:

—the desire to utilize special knowledge and skills;

—the need for a sense of security that results from
feeling one’s life has purpose, meaning and signifi-
cance; )

—theneed tobe a part of activities that haveneighbor-
hood,community, regional or national importance;

—the desire to help others;

—the desire for recognition and status;

—the need to feel useful and needed;

—an interest‘iﬁ learning new skills and participating
in enjoyable and rewarding activities;

-—~the desire to'gain vigibility and skills that will help
advancement in employment and’social arznas;

_ —the need to actively utilize leisure time and reduce
loneliness, isolation and pressure.

In addition to the personal reasons cited above, a
vocational volunteer program can also appeal tobusi-
ness and industries. In thisregard, Burtand Lessinger
(1970) state that ‘‘the single most important and per-
vasive reason for industry volunteer involvement in
public education is industry’s concern for an assured
continuing supply of welleducated and _properly
trained manpower.”

The variety of factors which motivate people to pro-
vide volunteer services makes it clear that what ap-
peals to une person might not appeal to another. For

this reason, the messages which are to be conveyed to

pruspective volunteers should reflect the potential

rewards which the program can offer the volunteers as
well as the vocational education program.

Recruitment Proced-ires

At the heart of a successful recruitment campaign
-are:-information .on. the types-of volunteer services
needed, knowledge of where to locate people who can
provide those services, and the utilization of multiple
strategies for contacting those people to request their
assistance. Recruitment procedures should therefore
be selected after the specific needs for volunteers have
been identified, so that the personnel responsible for
recruitment will have an informed perspective of the
types of persons to recruit and the alternative proce-
dures available for recruiting these particular types
of people. As noted by Davis and Maguire (1977),
“Erratic [recruitment] activities performed sporadi-
cally, without coordination, will produce disappoint-
ing results.”

Helgerson (1976) classifies recruitment procedures
into three major categories: (1)individual approaches,
(2)group approaches, and (3) approaches to the public

.at large. She provides the following catégorization of

variousrecruiting techniques within these three major
categories: .

Individual: Telephone call; word of mouth; school
newsletters or flyers; direct mailings;
door-to-dvor; coffees or teas.

Group: Speaker’s Bureau; brochures; in-house
organizations; meetings/open- houses;
bulletin boards. - ;

Public: Bumper stickers; radio and television;’

newspapers; posters; exhibits; volunteer
action center/volunteer bureaus; outdoor
advegtising. ‘

Regardless of which approaches are utilized, even-
tually an individual contact will need to be made with
the prospect in order to determine his/her interests
and suitability for performing volun teer work in con-
junction with the vocational education program.

In general, group and public approaches reach a
ldrger segment of the community than do individual
approaches. However, the selection of recruitment
strategies should not be guided strictly by the number
of people contacted, or even the number of people
indicating an interest in becoming vocational volun-
teers. Rather, the critical factor is the extent to which
the techniques will serve to recruit people who possess
the types of skills needed by the vocational education
program. When the volunteer program has a number
of different assignments that do not require unique
skills or experience, group and public appeals may




prove the most effective means for recruiting volun-

teers. On the other hand, when a limited number of

volunteer assignments is currently available, or when

specific skills are needed which are possessed by only

a small segment of the.community, individual or tar-

geted group approacheetorecrmtment tend tol be more
ive..

Some documentation exists oni the relative effective-
ness of various methods for recruiting volunteers. One
report (Hooper, 1976) touching upon this subject indi-
cates that the educational volunteers who participated
in a school volunteer program first learned of.the
program from the following sources:

Source Number Percent
Letter from schocl 114 55
Friend 64 31

. Call from volunteer office 24 - 12
Newspaper 4 - 2
Television 1 0
Radio .0 0
Literature rack 0 0

>

More recently, the effectiveness of various recruit-
ing strategies was reflected in the results of a 1981
. survey of volunteers conducted by The Gallup Organi-
; zation. For a national sample of 843:persons who
partxcxpated in volunteer activities, 44 percent first
became involved because'someone asked them to vol-
unteer; 29 percent had a family member or friend
involved in the activity or benefiting from it; and 31
i percent became involved through their participation
in an organization or group. Only 6 percent of the
eample first learned about the volunteer activity
through radio, television or printed sources (Volua-
tary Action Leadership, 1982). These results support
the re'ports of others-that pereonal or direct contact
with prospéctive volunteers is the moat successful
approach for recruitment (Levine and: Schmitz, 1973
Davis and Maguire, 1977).

. The Individual Approach

1 Davu and Maguire (1977) report that the person-to-
on approach for recruiting educational volunteers
is “particularly:useful in relation to blue-collar work-
érs, white-collar workers, handicapped persons and
somally or culturally disadvantaged individuals.”
Through: dinteraction with the prospective volunteer,
the recrulter can explain the unique contribution
vl'hxch the individual can make to the vocational pro-
gram prov1de details on the requirements of the

.

assignment, emphasize theimportance of the assign-
ment in furthering the objectives of the community’s
vocational education program,and demonstrate how
volunteering can be personally sahsfymg and benefi-

cial to the volunteer. A written job description should
be provided to’'the potential volunteer, and the re-

cruiter should be prepared to answer questions about
the vocational education program as weli as the voca-
tional volunteer program. If the individual is inter-
ested in accepting the assignment, the recruiter should
ask the proepect to complete a Volunteer Application
Form prior to the end of their meeting. A sample
Application Form is presented on the following page;
the examples of volunteer work'should be modified to
reflect the specific needs of the school’s vocahonal

-education program:-- -

Locating potential volunteers who possess partxcu-
lar skills needed by the vocational education: program

" can best be accomplished through-contacting organi-

zations and groups for referrals and personal recom-
mendations. This approach not only provides the
recruiter with the names of likely candidates, it also

informs the prospect thathe/shehas been specifically .

recommended by personal acqu intances as being
particularly. well qualified to fulfill the necessary
assignment. If a prospect declines to serve for one
reason or another, the recruiter can ask him/her to
recommend another individual who mlght be inter-
ested in ﬁlhng the aesxgnment In this-way a denial
can result in a productive lead toward locating the
right person. Potential groups to contact for initial
leads might include:

¢ labor unions

¢ private businesses

o professional and trade associations
e senior citizens’ groups

® local Voluntary Action Centers

o fraternal organizations, men’s clubs
¢ women’s clubs and organizations

o local colleges and universities

¢ local Chamber of Commerce

Contacts with existing menibers of curriculum ad-
visory committees and vocational education general
advisory committees should be fully explored for po-
tential sources of new volunteers. Since these commit-
tee members have already evidenced their support for
vocational education, their assistance and full cooper-
ation ¢an generally be counted upon.

The volunteer recruiter should also seek to identify
local employers—particularly large ones—who have
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(Name of Volunt.ee; Program)
(Aadress)
(Phone Number)

VOLUNTEER APPLICATION FORM

Occupation: g

Name

Address

Special interests, skills or hobbies:

Telephone

_Zip Code .

Related Training:

Hours Available

SUN

MON

TUES

WED

THURS

FRI

SAT

Morning

Afternoon

Evening

Total Hours Available Weekly

Monthly

Are you interested in a continuing assignment [ ] orin a short-term [ ] or one-time assignment[ J?

What type of volunteer work are you interested in?

— Assist in the classroom

[

Work with an individual student
. Technical assistance to instructors

— Admistrative Assistance

- Guest lecturer on

Curriculum development

—— Student outreach/follow-up
— Special Projects
——— Transportation

Have you previously served as a volunteer?

Other

Where?

What kind?




benefited from the vocational preparation provided to
their employees, and request their cooperation in
locating persons to serve as vocational volunteers.
Frequently employers will arrange special-employee
-orientation sessions, meetings or displaysin thebuild-
ing which serve tointerest and attract theiremployees

.he_volunteer_program._In_fact, some employers

“provide release time for their employees who will
spend that time doing volunteer work. IBM, Xerox,
Western Electric, Wells Fargo, Honeywell, Levi
Strauss & Company, and Northrop Corporation area
“few of the pioneering corporations which have estab-
lished procedures to encourage their employeesto take
on volunteer assignments. Volunteers from the Work-
place by Kerry Kenn Allen, and Yolunteer Industry
Involvement in Rublic Education by Burt and Les-

o Discuss other ways a volunteer may help

¢ Refertheapplicant toanother program or agency
{from Helgersox, 1974)

Implementing the Recruitment Program

-Planning; organization and-coordination are three
essential ingredients in the successful implementa-
tion of a voiunteer recruitment program. The timing
and strategies for recruitment will need to be planned
to correspond with the operational cycle of the voca-
tional education program and its needs for volunteer
assistance. Recruitment strategies willhave tobecon-
sidered in light of their potenticl effectiveness and the
resources available for recruitment. Recruiters will

singer offéra wealth of information onhow to promote
voluntary assistance from businesses and labor
organizations.

Group and Public Approaches”

Indirect approaches for recruiting vocational volun-
teers, such as newspaperarticles, radio and television
announcements, billboards and posters, brochures,
bumper stickers, and flyers, are capable of informing
large numbers of persons of the need for vocational
volunteers. They can be extremely effective when used
in conjunction with direct volunteer recruitment ef-
forts, since they alert prospective volunteers to the

existence of the program prior to being contacted bya -

recruiter. However, they all suffer from the same

_drawback: they rely on the individual to take the
initiative in making further contact with the volunteer
program. Furthermore, where volunteers are needed
who have rather specific skills, theze indirect ap-
proaches can recruit a disproportionate number of
individuals who do not fit the needs of the vocational
volunteer program. As a result, the program staff will
need to spend more time screening potential volun-
teers and referring those who are not needed to other
agencies which might be able to utilize their skills. It
must be emphasized that community support for a
volunteer program can be jeopardized by. turning
away offers of volunteer assistance. The program staff
wxll need to be as patient and pleasant when inter-
viewing a prospect who can’t be placed as they are
when interviewing the ideal prospect. In this regard,
the following procedures are recommended when turn-
ing down an offer for volunteer services:

¢ Explain the decision courteously
o Be honest with the applicant
o Emphasize the strengths of the applicant

have to be assigned primary responsibility for coordi-
nating the recruitment program.

It is advisable to appoint a vocational volunteer
recruitment committee to assist in organizing-and
implementing the recruitment program. Such a com-
mittee is comprised of volunteers and school person-
nel, including one or more members of the vocational

volunteer program staff. Committee members play a -

major role in the actual recruitment of volunteers,

although they are also encouraged to seek the assist-
ance of other individuals who can help with special-

ized recruitment efforts. The activities of the commit-
tee are coordinated by the Director of the Vocational
Volunteer Program or a staff coordinator for the vol-
unteer program.

Where indirect recruitment strategies areto be used,
the recruiters will.need to be prepared to respond to
inquiries from prospective volunteers. Volunteer Ap-
plication Forms will need to be designed and repro-
duced prior to initiating the recruitment campaign,

and information on available assignments will need _

to be organized so that it can-be quickly accessed by
recruiters. Procedures for responding toinquiries from
prospective volunteers have been delineated by the
National Center for Voluntary Action (Miller, 1972)
and are summarized below.

Inquiries received by mail:

1. Review the correspondence and determine
which of the following procedures is preferable.

a. Mail.application.to the prospect and cug-
gest that an interview be scheduled.

b. Mailadditional informationif the prospect
mentioned a specific area of interest in
which he/she would like to work. Program.
brochures, description of available jobs,
etc. may be helpful. .j:';l

need-to-be-identified-and-trained, and .somneone-will.—




c. Calltheprospectand arrangean interview.

2. Make a record of the response in the Activity
Log and-list appointment if scheduled.

Ifinquiry is by telephone:

e, - 1. Answer questions_the prospect may have as .

fully as possible and schedule an appointment;
and/or send application by mail if prospect
wishesand ask him or her to call for an"appoint-

ment when convenient. )
2. Kecord the adtion in Activity Log. ]
If prospect drops in at the volunteer office or recruit-

g_nent center:

1. Invite the prospect to coniplete an application.

(Be sensitive to the applicant’s dislike or diffi-
culty in completing the form; if the slightest
hesitancy is shown, seek an appointment with
an interviewer.as soon as possible.) ;

. Enter appropriate information in Activity Log
and introduce the applicant to the interviewer.

3. If application is not complete, the interviewer.

can carry on a conversation as she/he com-
pletes the form and puts the prospect at eas2.

4. If interviewer is not available, schedule an ap-
pointment at.the. earliest possible date and
.record in the interview appointment book.

) The selection of individuals to conduct the recruit-
ment and interviewing of prospective volunteers
should concentrate on those persons who can generate
enthusiasm and interest on the part of the applicant.
Oftentimes volunteers who have participated in the
program méfc’ghe very effective recruiters. As
Harriett Naylor (1973) describes it,Full of firsthand
testimony and witfg a stake of their own in seeing the
work continue, active volunteers who are enjoying
their jobs are the best possible energizers for new
ones.” ’

Screening and Selection of Applicants

A successful recruitment campaign can result in
the identification of numerous individuals who ex-
press an interest in serving as vocational volunteers.
Once theseindividuals areidentified, a screening and
selection process is used to determine which of the
prospects can meet the basic criteria established for
selecting volunteers. In some instances, selection and
placement of volunteers take place at the same time;
nevertheless, selection (or screening) of volunteers is
a necessary condition for placement.
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Rationale for a Screening Process

The screening and selection of applicants should
not be considered in any way-inappropriate because
of the fact that the applicant is offering to provide free

_...services to the school. A screening process can be as

advantageous to theapplicantasitisto the volunteer
program, ‘since it can prevent-the applicant-from
entering a situation in which she or he would not be

- comfortable or satisfied. Marlene Wilson (1976) strong-
ly advocates a thorough screening process for the
following reasons:

1. The clients of the agency must be protected.
They must be helped, not hindered by any vol-
unteer involvement;

~7 2. The‘agency’s reputation is greatly lffecbed by

the volunteers who work there; .

3. Morale of paid. staff and other volunteers de-
clines when inappropriate or poor volunteer
placements occur; and

4. The volunteer suffers when misplaced.

Screening Procedures

Inadirect recruitment campaign where prospective
volunteers are initially contacted by a rocruiter, a
preliminary screening of prospects can be performed
by the recruiter. Through interaction with the pros-
pect, the recruiter may learn that theindividual isnot
willing to make & firm commitment of his or her time,
is notresponsible, or lacks some othe: basic qualifica-
tion required. of all-vocational volunteers. If so, the
recruiter can effectively (but discreetly)screen out the
prospect without ever asking the individual to apply
for a volunteér assignment.

The screening and selection of applicants who re-
spond to an indirect recruitment campaign is usually
performed through a scheduled interview.following
receipt of an application form. For each applicant,
time must be allotted to interview the prospect in
order to determine (a) whether the applicant would
make a good volunteer, and (b) what assignment(s)
best fit the applicant’s interests, abilities and time
schedule. If the recruitment campaign is highly pro-
ductive this can be a time-consuming process which
may require more than one trained interviewet.

For applicants who are interested in becoming a
part of a community resource volunteer program,
screening is not such a vital function. It is of course
necessary to evaluate applicants’ qualifications to
determine if they are appropriate to the neéds of the
program. References may also be useful in selecting
the CRV pool, although an in-depth interview is not

-
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ACTIVITY LOG I
° (Daily Volunteer Inquiries) ' s
~ - gﬁ
In Person, Interview Accepted
Mail or Volunteer as | Yes-No
Date Phone (Check box if first contact) * Action  Scheduled |  Referredto | .Date __ P
. x :
Enter interviewer, Enter organizatica,
Enter name, address, appointment date Yes — No | function, appointment.
telephone number and time (Why not) | time, with whom

+

"

’

(Developed by National Center for Voluntary Action, 1972)




generally required. Since the CRV assignments are
brief, any problems associated with the volunteer’s
program can be identified through instructor and stu-
dent evaluations, and appropriate actions, ‘such as
requesting changes to the program or removal from
the CRV"{:ool, can be taken.

Screening and Selectioi Criteria

Regardlegs of whether an applicant has been re-
ferred through a direct or indirect recruitment proce-
" dure, specific qualification standards or criteria will
need to be determined for screening and selectifig
applicants. The-standards should reflect school or
institutional policies, the goals and objectives of the

vocational and volunteer programs, and the desired—
qualifications of individuals who will be interacting
with students, instructors or other members of the
school staff. A sample set of school volunteer qualifi-
cations which have been developed by Helgerson
(1976) is presented below. The general qualifications
apply to all school volunteer assignments; the specific
qualifications are to be considered in light of parti-
cular assignments of interest to the applicant.

‘General Qualifications

e A constructive attitude toward helping and/or
working. with people

e Reliability and a sense of responsibility

o Initiative and willingness toexert effort on behalf
of the work undertaken

o Flexibility and adaptability to change and growth

Specific.Qualifications

e Sufficient time available

o Physical, mental and emotidnal stability com-
mensurate with job assignment *

o Personal interest in assignment i

e Experience in field of work undertakeh\

o Knowledge of required skills or.techniques

o Awareness of or sensitivity toward need for suit-
able attire '

e Have an interest in students and a desire to wo
with them - ]

e Have a good professional attitude, interest and
enthusiasm for working with students

e Have ability to work cooperatively with school
personnel

¢ Have good health

rk.

e Have adequate communication skills (including
foreign language abilities as appropriate)

o Feel a deep obligation as a citizen to support and
help the Echqols in educating all students to their
capacities

o Already have—or be willing to acquire—skills
that are needed in the schools

¢ Have talents that can enrich the school program

.

The Interview

A review of the above qualifications should makeit
apparent why interviews are necessary to screen and
gelect applicants: many of the factors to be considered

>

can-only-be-explored- through-interacting with the

prospect. However, the interview also serves other
purposes. It enables the prospect to learn.more ubout
the volunteer program, the types of assignments
available to volunteers and the responsibilities of vol-
unteers. It also provides an opportunity to establisha
person-to-person relationship with the prospeét and
to let the prospect feel more at ease in the school
environment. Finally, theinterview helpsthe prospect
to consider further his or her own interests in
becoming a volunteer and to learn more about how
volunteering is related to the prospect’s personal
objectives. ! )

To the extent possible, the interview should be con-
ducted in a comfortable setting where a conversation
can proceed without inter ruption. Promotional litera-
ture or volunteer job descriptions which the interview-
er might wish to share with the prospect should be
identifiedin advance and be on hand within the inter-
view setting. If the prospect has submitted a volunteer
application prior tothe time of theinterview, theinter-
viewer should take time before the scheduled interview
to. become familiar with the prospect’s application
and note specific items on the application which heor
ghe wishes to, explore with the prospect. If the pros-
pect’sapplicationis not available until the time of the
interview, the interviewer should give the prospect
the promotional-literature to read while the inter-
viewer reviews the application.

Interviewing a prospective volunteer will generally
take about one-half hour. More time is likely to be re-
quired if the applicant isinterested ir: learning abouta
number of possible assignments, and slightly less time
may be required if the applicant has been recruited for
a specific position. For scheduling purposes, esti-
mate one-half hour per interview; allow yourselfa little
more time in the beginning of the program while your
interviewing skills are still developing.

There is no fixed pattern to follow-when intérview:
ing an applicant; 8o much depends upon the char-

\
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acteristics of the apphcant and the nature of the vari-
ous volunteer asslgnmente Nevertheless, there are a
number of points to keep in mind while conducting
theinterview. First and foremost, make sure that the
interview allows both parties to obtain the informa-

- tion which they-need to_make their respective deci-
.sions regarding the applicant’s suitability for a voca-

tional volunteer assignment. This will be easier to
accompheh if the interviewer-reviews the prospect’s
application prior to the ht{xe of the inferview, and if
the applicant was mailed or otherwise provided with
a written description of the volunteer program at the

time his or her application was received. The inter- .

viewer should then try to accomplish the following
five tasks, as suggested by Miller (1972), during the
course of the mterv1ew

encourage him/her to do so and arrange to call the
applicant in a day or two. Where there appears to be
some uncertainty on the part of either party, it maybe
advisable to suggest that a trial assignment be con-
sidered so that both parties will have an opportunity
toreevaluatetheapplicant’s progress and satisfaction
after participating in-a volunteer assignment.
Immediately following the interview, while the in-
formation is still freshin theinterviewer’s mind, he or
she should write down the findings and attach them
to the recruit’s application form. A sample form for
recording the interviewer’s findings and impressions
is presented on the following page. The use of such
formsis particularly helpful when thereis likely to be
a delay between the time of the mtemew and place-

“

. should be informed of the outcome. If
qualified to serve as a vocational volunteer, the inter-

1. Completing the application, if necessary;
"adding information gained'in the interview
. exchange.

2. Giving special attention to educational and oc-
cupational experience, volunteer experience,
training, interests, hobbies, availability—days
and hours—and preferences.

3. Stressing theimportance of the volunteer’scom-
mitment to the task he/she undertakes.

4. Determining whether the applicant can be re-
ferred for immediate placement. If so, discuss
available opportunities.

5. Encouraging questions; let the applicant make
his/her own decision but help clarify the
choices. ' )

At the conclunon of the interview, the applicant
%e applicant is

viewer might say;“We would be very happy to have
you join our vocational volunteer program. I'd like to
set up an appointment for you to attend our next
volunteer orientation and training workehop ” Where
the applicant does not meet the program’s quahﬁca-
tions, or where it is unlikely that a suitable assign-
ment canbe found for the applicant, the interviewer
can help the applicant by telling him or her, “I'm
sorry, but Idon’t think we have a position at this time
which matches your interests and skills. Can I make
an appointment for you with the Voluntary Action
Center? Théy have a much broader range of volunteer

assignments than our program.” The interviewer -

must remember that every npplicant, whether ac-
cepted or not by the program,is a potential supporter
of the program and a source of new recruits.

In some instances the applicant may want to give
further"thought to the offer; the mtemewer should

-

Orientation atld Training

Vocational volunteers need some type of orientation
and ofteantimes training prior to beginning their as-
" signments. Orientation provides new volunteers with
general information on the purposes and goals of the
vocational volunteer program; school policies and
rules pertaining to volunteers; the role, rights and
responslblhhee of the volunteer; and procedural as-
pects such as signing in and out, where to park at the
school, whom to contact if they are ill or otherwise
cannot attend, and where to go for help should it be
needed. Training—usually pre-service training—isin-
tended to provide the volunteer with specific skills or
knowledges that are needed to perform the duties of
the volunteer’s-assignment. In some.instances, in-
service training is also provided to volunteers to better
enable them to deal with particular types of problems

‘they encounter in their specific assignments (e.g., stu-

dents with emotional problems, tutoring math orread-
ing) or to learn new skills which will expand their

capabilities- as a volunteer (e.g., operating various -

types of equipment, interviewing skills, instructional
techniques, providing positive reinforcement to stu-
dents, etc.).

Orientation and training of vocational volunteers '

should also help them to feel more comfortable about
the assignment and new environment which they are
entering. This is particularly important where & vol-

* unteer who has beenaway from school for a number

of yearsisassigned to assistin a vocational classroom
or laboratory/shop. Keep in mind that what'you take
for granted in the schools—the students’ attire, matur-
ity and the instructional environment—may come as
asurpriseto someone who has not been in your schools
before or has been away from school for years.. Also
remember that the volunteers’ perceptions of the
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Applicant’s Name: _ ’ Sexx M_ F__ )
: - |
Telephone : Pate: i .

Employment Experience -

=3

Current' Employment

Volunteer Interests

&

Previous Volunteer Experience

' Motivation for Applying

. | 7

Educational Background (Foreign Language Skills?) -

~

Limitations (Transportation, Health, Child Care)

< x
PA

Interviewer's Comments : y

3

Action ) . ]
Accepted: — Withdrew Voluntarily: . Other:

o -
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schools may be based on news media reports of prob-
lems in the schools and that those portrayals may or
may not apply to thé vocational education program.

-

Orienting the New Volunteer

Orientation of the new volunteer can be conducted
in either a.one- or two-stage process, depending upon
the orgamzauon of the vocational volunteer prograni.
Where the volunteer. program is confined to one voca-
tional Jchool or other institution, a single orientation
session can be conducted. However, where the volun-
teer program is serving a number of schools within
the district, a two-atage onentaubn is recommended.
The first of these orientation sessions would be at the

-district level, while the second would be at the school

or inlﬁtuﬁon where the volunteer is aesigned. The
major advantages of a two-stage orientation is that
fewer orientation sessions are required to cover topics
of district-wide applicability, less staff time is required
to conduct the orientation ‘sessions; and volunteers
are provided an opportunity to meet more people who
are partlcxpaung in the vocational volunteer program.

The major advantage of single-stage orientations is
that they are easierto schedule on an as-needed basis.

An exception to this general rule is the orientation
of the community resource volunteer. In this case,
much of the orientation can be done through the mail
and/or by phone when raaking arrangements forthe
volunteer’s services. Instructors making a request or
the school coordinator of volunteers would then be
responsible for providing school-specific 1nformauon
and meeting the CRV upon arrival.

If orientation is to be offered in two stages, the first
session should focus on topics of general application
to all'school volunteers. Suggested topics for the first
orientation session are as follows:

1. Philosophy and purpose of the vocational vol-

- unteer program
" 2, Goalsand obJechves of the vocauonal volunteer

program

3. Organization of the vocational volunteer pro-
gram )

4, State, district and school policies concerning
vocational volunteers

5.-Financial and legal Yesponsibilities of the dis-
trict . '

6. The roles, rights and responsibilities of voca-
tional volunteers A

7. Orientation at the schools

8. Training opportunities for. volunteers "

~r

The second phase of orientation, which should be
offered at the school or other location where the volun-
teers will be working, would focus more specifically
upon the- operauonal procedures pertaining to their
assignments and the settings in which they will be
working. Items tobe covered during the second phase

of orientation might include the following:
1. Orientation to the school’s facilities  *

2. Location ofparkmgareas,cafetena restrooms,
smoking areas and sign-in record

. School policies and rules
. Fire \nd safety.procedures
. Recommended attire (if applicable)

. Introduction of the volunteers to members of
the paid and volunteer staff with whom they
will be working

D Ot o

When a two-stage orientation processisoffered, the

first should be conducted by the director of the voca-
tional volunteer program and the second conducted
by the school coordinator of vocational volunteers.
When orientation is provided in a single session, it
¢éan be conducted by either the volunteer program
director or the school coordinator of vocational volun-
teers depending upon their.available time and skills.
In this latter situation the orientation should cover
district-wide as well as school-specific aspects of the
vocational volunteer program.

The new volunteers’ initial orientation to the pro-
gram should be provided in a warm and friendly
atmospher:e. The volunteere will be entering-into new
roles in a settmg which is likely to be unfamiliar to

them, so it is important that the orientation session

help to make them feel comfortable. For this reason,
volunteer orientation sessions are oftentimes preceded
by an informal get-acquainted session where coffeeis
served and the participants are encouraged to meet
one another.

A general orientation meeting can range in size
from ﬁve to fifty participants, although 20 to 30 parti-
mpanta is considered to be a:common and desirable
gize. Too few participants can result in a limited dis-
cussxon too large 8.groupcan makeitdifficult foreach
1nd1v1dual to have an opportunityto ask questions.

Handouts and audiovisual aids should be prepared
for regular use in conducting orientation sessions.
Appropriate handouts might include the following:

¢ Orientation to Vocational Education

o Purpose and Goals of the Vocatlonal Volunteer
Program

¢ Summary of the Background of the Vocational .

Volunteer Program
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® School Board or Inatitutiona& Policies and Rules
Regarding Volunteers

o Guidelines for Vocatiq’nal Volunteers

e Descriptions of Selected Vocational Voluntegr
Assignments * .

The above materials are oftentimes incor 'oratéa 8 Yo’ :
., P - Group approaches to training volunteers can con-

into a Handbook for Volunteers. If such a handbook
can be developed, it should be distributed at the orien-
tation session in lieu of the handouts listed above.

Aslidé-tape presentation or film showing vocation-
al volunteers in a variety of assignments can add a
great deal to the orientation -session. A lower-cost
option is to prepare a slide presentation and have the
diréctor of the vocational volunteer program provide
the narration. Don’t overlook the possibility of having
volunteers develop this type of presentation.

Volunteers currently involved in the program
should be present at the orientation session and per-
haps assist in conducting the orientation. One ox more
staff representatives from the vocational education
program should also be in attendance. Finally, a wel-
coming statement from the district superiniendent,
school principal, or president of the institution can
provide additional reinforcement and motivaiion to
the new volunteers. ’

. . .
Pre-Service Training of Volunteers
Pre-service training of vocational volunteers is re-

duired to the extent that they do not already possess
-the skills necessary to perform their volunteer assign-

. ments!Thereforg, trainihg should be provided after ’

the new volunt&er has been assigned’to a volunteer
position but prior tobeginning the assignment. There
should be as little delay as possible betwecn the time
when the volunteer receives his/her initial assign-
ment and the time when trainingis made availableto
the new volunteer. Where orientation is provided asa
two-stage process, the training of .volunteers should
take place between the time of the first and second
orientation sessions. Where orientationis provided as
a single session, it should precede volunteer training.
Training of volunteers can be offered in either an
individual or group setting. An individual approach
is much’easier to arrange in response to new volun-
teers’ entry’into the program, but it requires more
staff involvement and lacks the opportunity for the
volunteer to interact with other new volunteers. Pro-
ponents of individualizing volunteer training stress
that it can focus specifically on what the‘individual
needs to enter his or her assignment, and thus enables_
gredter flexibility than group approaches. Stenzel and
Feeney (1968) encourage an individualized instruc-
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Rcan include on-the-job training.*They point out

’

tional approach where the volunteer assumés much
of the responsibilityYor his or her own learning, which
at

“the important aspect of this form of training is that

there is a target datie for evaluation and discussion of

futurelearning exp%riehcgs and intelligent, sensitive

upervision-along-the-way.”
gist of conferences, skills workshops, courses or mini- *
courses, lecture-discussion, etc. The beat approach will
depend upon such factors as the number of volunteers, :
the similarity of their needs, the resources available,
to provide the training, and the complexity of the
skills to'be acquired.

The design of a group training program should be
given serious thought in order to accomplish the in-
tended training objectives quicKly and get the partici-
pants started on their volunteer assignments. The
following questions, developet by Marvin Arffa and

- reported by Marlene Wilson (1976), -should-be con-
sidered in designing training programs for volunteers:

*1. What is the need? _ Tk
2. What do we want to accomplish? (State objec-
tives) . .

3. Who is to be trained? (Identify professic*al or
nonprofessional persons or other classifica-
tions) ) .

. How many are to be ti'fa‘ing\g'.f

. What is the present general Ievel of knowledge
and experience of those to be trained? -

. What are the general capabilities of those to be
trained? ) ;

7. What new knowledge and understanding will
be required? (Outline the general scope and con-
tent of-instruction) k

. What new or improyed skills will be needed?
(Indicate behaviorial goals)

9. How can the training or development be‘con-
ducted? (Consider appropriate methodology
and plan qf operation) - .

. Whatinstructional materialsand aidsare avail-
able or obtainable? ’ :

. What time factors need'to be considered? (In-
clude availability of trainees, work require-
ments, personal needs:of.trainees, on whose
time are they going to be trained, and tgavel
considerations)

12. What should be-the starting date; timing, fre-
quency, and length of sessiong? : )

. What should be the contentand sequence of the

‘ sessions? . |

[}
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. Who is to do the training?
. I instructor training needed?
16. If so, what training is needed? o
17
neéded, and what information should those
guides or lenlpxi plans contain? -
18, Where'is the program to be conducted?
19.
- required? ‘

? ) )

at recorda and reports will be needed?
ow will participants be s:lected?

BRE

ing experience? .
_ What will be the estimated cost of the program?
(These would be itemized according to person-

. - nel, materials, and supplies) o
" 26,

evaluated? =

With specific reference to training educational vol-
unteers’ particularly those who will bé working with
students, Chambers (1872) recommends that the fol-
lowing elements beincludedin all pre-service training

programa: ,
1. Overview of the area for which train"ﬁmq isgiven
2. Principles of human growth and development

for the age group with which the volunteer will -

be working ,
. General clieacteristics of the group or individ-
uals the véTunteer will be assisting
. Definite objectives to be met through volunteer
asgistance ’ .
5. Specific activities to be carried out to meet
objectives i .
6. Materials, games and ide«s for volunteérs to
use
.7. Definition of the volunteer’s role in relation to
professional staff

LY

8. Defifiition of the staff member'a xole in relation~

to'the volunteer

The pre-service training of volunteers described
aboveis primarily jniended fcr volunteers who willbe
‘providing services to the program on a regular (n'nd
continuing basis, ¢.g., tutorial assistance, job place-
ment, serving as an advocate fora disadvantaged or

handicapped student, etc. Less training, or perhaps '

_ none at all; may be needed by individuals who agree

13

What instructor guides or lesson plans are .

What facilities, equipment and services will be/

. What study or instruétional materials'will be

. How will participants be p;epared'for thelearn-

How will results of training be measured and

to serve as community resolirce volunteers (such as
guestlecturers) to provide assistance on an occasional
basis upon request. However, a]l volunteers should
_recéive an orientation to the program, even if the
orientation informaticnis provided over the telephone
or sent by mail.

)
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In-8ervice Training ‘
and Development of Volunteers *

The potential contributions which vocational vol-
unteers are capable of providing will not be fully
realized unless the volunteers are encouraged to grow
in their assignments and take on new and more chal-
lenging responsibilities. As noted by Marlene Wilson
(1976), “Voluntéers who have ongoing learning op-
portunities both extend and deepen theircontribution
to the program.” Some unplanned learning opportuni-
ties will probably be available to most volunteers
simply as & result of performing their assigned jobs.
However, the vocational volunteer program should
take the initiative in planning in-service training for

: volunteers so that the volunteers and the program -

can both grow .closer toward achieving their full
p}otenh'll. s . .

In-service training and development opportunities”
should beresponsive to the needs of both the volunteer
and the Yolunfeér program, Oftentimes this will re-
quire an individualized approach to training, where
the volunteer and program staff work together toiden-
tify and provide the learning opportunities needed by
the volunteer. Such opportunities might include at-
tending léctures, conferences, staff workshops, or pre-
service'training programs being offerer; for current
voluntéers entering a different volvzteer job; sug-
gested outside readings; one-to-one instruction; field -
tripsyand courses offered at educational institutions
and/community centers.

“Group in-service training opportunities should be -
offered when similar volunteer training needs war-
rant the development of group activities. Skills work-
shops, organized discussions, lectures, problem solv-

_,ing"}:euionl and similar group activities can focuson
; current needs of volunteers. Factors to consider in

, designing a groupin-service training program are the

same as those previously described for pre-service
training with the following exceptions: ..

1. Develop an announcement of the activity so
that all interested volunteers will be aware-of
the purpose, time, location and registration
procedure (if any). . '

2. Involve volunteers in the planning of the activ-
ity to ensure that it is conninftént with their

needs.
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3. At the conclusion of the activity, ask the voluh-
teers for suggestions for future in-service activi-
ties and topics.

For additional information on the orientation and
training of volunteers, the following books are hlgﬁly
recommended.

- Volunteer Training-and Devélopment: A Manual

for Community Groups by Anne Stenzel and Helen
Feeney (1968)-

The Effective Management of Volunteer Programs
by Marlene Wilson (1976)

Volunteers Today—Finding, Training and Work-
ing with Thém by Harriet H. Naylor (1967)

P

Placemept and Retention ]
of Volunteers :

Placement occurs when @ volunteerisassigned toa
specific volunteer job. Depending.upon the posmons
available at the time of screening and selection, place-
ment can occur either at the time of selection or there-
after when an appropriate position becomes available.

Placement Procedures.

The placement process begins with a request for
volunteer services from a member of the school staff.
Therequest is then matched with the qualifications of
available volunteers as ascertained by information
contained on their application forms and obtained
through interviewing the applicants. Among the fac-
tors to consider in making this match are the volun-
teer's skills and interests, time requirements, sched-
uling, travel distance and potential transportation
problems. The volunteer whoappears to be best suited
for the assignment is then contacted and offered the’
position. 'fan appropriate volunteer cannét be located
among those who have applied for volunteer assign-
ments, the request for vciunteer services should be
referred to those pérsons who are responsible for vol-
unteer recruitment and selection.

- When an appropriate apphcant is located who
agrees to take the assignment, the voluntee}: office
should telephone the school personnel who will be
supervising the volunteer and notify them of the
assignment. A time and location for meeting with the
volunteer should be established. The volunteer office
should ther: mail a confirmation of the assignment to
the volunteer along with:,

(1) a written description of the job;
(2) the time and place of orientation;

\

.. schedule for the assignment;

the name and location of the person to report to
at the school, and the time and date of the
appointment;

a follow-up card to be returned to the volun-

teer office two weeks after the volunteer be-

gins his/her assignment.

Vocahonal Violunteer Office
(Address)

ASSIGNMENT FOLLOW-UP-
To: (Name of VOimwec)

Please complete this card two weeks after you begin
your volunteer assignment and return it to our office.

Thank you. Signature

[ J]1am en)oymg my volun* ~er assignment

[ 1 Thave decided not to become a volunteer at this
time because

>

[ ] Iwould like another assignment instead of this.

- -

Placement biismatching

Every volunteer program is likely to be confronted
with the situation where a good match cannot readlly
be made between the qualifications and schedules of
available volunteers and those required of the volun-
teer assignment. In some instances it is possible to
provide the volunteer with enough training to enable
him/her to perform the assignment; but when in doubt
it is generally preferable to continue to search (and
wait) until the right volunteer can be located. In ad-
dressing this issue, Harriett Naylor (1973) prowdes
the following advice:. . .

“Itis saferin the long run tocarry a yacan-
cy until it can be well filled than to fill it
poorly, for the minute it is no longer a vac-
ancy the incentive for a search for candi-

dates is gone. .. Too often we tend to fear
theappearance of vacancies, when it would
be far healthier than having them pnarly
filled. . . The right person is worth the
search and the waiting.”




/

Placing the wrong person in the assignment islikely
tolead to dissatisfaction on the part of both the volun-
teer and the staff with whom he/she is working.

Underplacement of a volunteer can be as detrimen-
tal as overplacementand is probably a more common
occurrence. The rewards of volunteering are derived
from the parsonal fulfillment of the volunteer’s unique
needs and interests. Interviewing volunteer appli-
cants should serve to identify those needs and inter-
ests; placement should strive to fulfill them. The pro-
fessional or-craftsperson who wants to utilize his or
her occupational akills as a volunteer should not'be
placed in an assignment which does not require those
skills. Similarly, a bilingual volunteer who would like
to be a tutor for a limited English-speaking vocational
education student should not be placed in an available
tutoring assignment which does not requirebilirgual
- capabilities. To do so could be the first step toward

losing a volunteer, and toward disappointment onthe .
part of both the student (and instructor) to whom the |

voluniteer was assigned. It is far better to wait for an
appropriate assignment, or to pursue new possibilities
for utilizing the volunteer’s unique skill, than to place
the volunteer in a position which will soon extinguish
his/herinterest in providingvolunteer services to the
program. . .

By sending a follow-iip card to the volunteer at the
time of his or her assignment, the volunteer office can
identify volunteers whose expectations are not being
met by their assignments. Volunteers should be asked
to return their follow-up cards within the first few
weeks of their assignments so that problems pertain-
ing to their assignments can be resolved beforé the
volunteer loses interest in the program. Telephone
contact should be made with each volunteer whoindi-
cates that he or she would like a different assignment
or who has decided not to take the assignment at the
present time. Itisimportant for the volunteer toknow
that the placement personnel want to find a satisfying
position for the volunteer; that they do not want to
lose the volunteer; and that they will seek to find a
more suitable assignment for the volunteer or to help
the volunteer overcome the problem (e.g., child care,
transportatipn, scheduling) that is causing him/her
to have second thoughts about volunteering. Tele-
phone contacts with these volunteerscan also help to
avoid similar problems in the future when placing
other volunteers and to identify limitations in the
program’s selection and placement procedures.

Placement of Community Resource Volunteers

Thedevelopmentof a community resource volunteer
program asa part of the vocational volunteer program
can be.accomplished without having placement per-

formed by the volunteer program office. The place-
ment of community resource volunteers is facilitated
through the development of a file or handbook of
community resources which presents information on
the services available from various community
resource persons/agencies. Teachers are provided
copies of the handbook or access to the file to identify
community resources whose'services would enrich a
particular aspect of the students’ vocational education
preparation. Contact -with the community resource
personscan be made directly by the teacher but prefer-
ably through a school coordinator responsible for co-
ordinating the community resource program at the
school. The school coordinator can ensure that no
community resource volunteer is being overburdened
by excessive requests from school personnel. A sample
teacher request form and community resource volun-
téer description are presented on the following pages.

Reinforcement and Retention of Volunteers

The placement of a new volunteer into a vocational
volunteer assignment can mark the beginning of an.
extended and rewarding relationship for all parties
involved, or it can represent the beginning of a brief
and dissatisfying experience for the volunteer. Sound
placement procedures— including follow-up contacts
with the volunteers—are vital to the retention of vol-
unteers; however, a continuing effort to reinforce the
relationship and recognize the volunteer’s contribu-
tions is also crucial to the retention of volunteers.

Successful retention of volunteers should be viewed
in relation to the volunteers’ fulfillment of their-com-
mitments to the program, Certainly, the new volunteer
does not expect to be involved in the vocational pro-
gram forever. Rather, the volunteer has accepted an
assignment of some pre-specified duration, after
which heor she should f:eél a positive sense of achieve-
ment regardless of whether or not the person decides
to extend or end the work of being a vocational volun-
teer. The relationship should be structured so that the
volunteers need not feel guilty if they choose to leave
the program, and the paid school staff do not feel that
somehow they have failed whenever a volunteer re-
signs. Given this perspective, retention should be
viewed as providing volunteers with the support, op-
portunities and reinforcement which they need to
successfully complete their assignments.

Reasons for Attrition

Specific causes of volunteers dropping out of school
volunteer programs wereidentified by participantsat
a volunteerism workshop and reported by Helgerson
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REQUEST FOR COMMUNITY RESOURCE VOLUNTEER

Today’s Date

Teacher’s Name

Course Subject

Grade of Students

Class Size

Building and Room Number
Date Range

Time of Day

Duration of Presentation/Field Trip
Nature of Presentation/ Fie]d Trip

Name of Community Resource Volunteer

»

Phone:

Speciél Instructions

.

Do Not Write Below This\Line

tttttt*lttltttlllllll*IllttIlttttltttllttlllllllll*tl'ﬁtltlllllllltt*lltttt‘tllllt*llllllltl‘tllllllilllt

Date Received

Date Completed
RAIesource Perspn’s Name Telephone
Address
" Scheduled Time of Visit -
Special R;eq‘uirements

Date Confirmati(\)n“Card ‘Mailed




COMMUNITY RESOURCE VOLUNTEER

Topic or Program Employment Guidance Grade Level ___ 912

Tennessee Department of Employment Security ,
Phone: 5554327

Firm or Organization

COntact Pemn, _ Mr. Andrew’
Address 1020 Main Street, Nashuille, TN 34567 ’ - ¢

Times Available ___Daily (Monday-Friday) 8:00 AM - 4:30 PM

Field Trip _ - InSchool ' X - Duration __Flexible
Description. of Program: Labor market information is provided on jobs requiring vocational education
_preparation within the Nashville area. Apprenticeship opportunities availabile in the area can also be
.described, along with information on the vacational courses which will prepare them to become apprentices.”

The program is an oral presentation. Films can be provided on “How to apply for a job,” “How to fill out an
employment application,” etc. . :

< " Specia! Requirements: One week advance notice is requested. 16 mm prbjectio'n equipment should be arranged
for by the-instructor. : t

i
(Derived from Good Friends Volunteer Services Handbook of Community Resource Volunteers, Nashville

Metropolitan Public Schools) .

-
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(1975). The major causes which were identified are as

follows:

¢ Poor placement
¢ Lack of supervision

¢ No guarantee that the volunteer (] partzclpahon

would be effective
¢ Long-range potential of volunteers waln’t utilized
o Oppottunities for personal growth were curtailed

¢ Time, talentand skills were not utilized in a useful
way -

e Jobladders were not encouraged, i.e., a volunteer

who had done an excellent job should have been
given the opportunity to move up; to become, per-

haps, a trainer of other volunteers

~

1]

Environmental Factors

One of the key factors for retaining volunteers is

~ creating an environment within the schools that will

contribute to the satisfaction which the volunteer
derives from hll/he!‘ assignment. First, the school

- personnel who will be working. with volunteers will

need to be provided an orientation on how to develop
an effective working relationship with their volun-
teers. This will entail an understanding of the respon-
sibilities which they will assume when working with
a volunteer, including supervisory responsibilities, ap-
praisal of the volunteer’s performance; recognition of
the volunteer’s contributions, and evaluation of the
effectiveness of the program. Secondly, the.physical
environment within the.schools will need to be con-
sidered sinceit, too, contributes to volunteer retention.
As pointed out by Davis and Maguire (1977), “One of
the most significant factors in terms of [volunteer]
efficiency and morale is the availability of some area
that serves as the headquamrl for volunteers. Thisis

" a place where they can receive notices, messages, see

other volunteers and store materiala." The same
authors al#o note that the allocation of such space to
volunteers increases the prestige and status of the
school volunteer program;-which in turn facilitates
retention as well as-recruitment of new volunteers.
Other environmental factor:. which can contribute to
the retention of volunteers include provision of park-
ing space; creating comfortable work areas for volun-
teers who are assigned to positions outside the class-
room, laboratory or shop; and providing volunteers
with the materials and support services necessary to
perform their work, (e.g., typing, duplication, tele-
phone, étc.).

!

Recoghition and Appreciation

Informal and formal evidence of recognition and
appreciation for the volunteers’ assistance is extreme-
ly important in retaining volunteers. Informal evi-
dence of recogition and appreciation comes mainly
from the immediate supervisor of the volunteer and
other staff members working with the volunteer. Thus,
itis important that they be s2nsitive to theimportance
of expressing their apprecxahon to the volunteer.
Among the methods for expressing apprecxahon are
the following:

- o Asking the volunteer for advice on problems
o Taking time to talk.with the volunteer and listen
to him/her
e Inviting the volunteer to attend staff meetings

e Expanding the volunteer’s respgnsibilities com-
mensurate with his/her capabilities and interests

¢ Sharing books, journals, magazines, etc. with the
volunteer

¢ Offering the volunteer a ride when he/she has
transportation problems

e Taking part inless desirabletasks with the volun-
teer -

¢ Sending a get-well card or birthday card

¢ Defending the volunteer against hostile or nega-
tive staff or students

¢ Treating the volunteer to lunch, a soft drink or
coffee- )

o Alerting the volunteer to upcoming school or
community events which might be of interest to
him/her ’

¢ Saying ‘“Thank you," “You did a greatjob,” “The
students really enjoy your felp,” etc._

More formal methods of providing recognition and
evidence of appreciation should be sponsored and sup-
ported by the volunteer program office as well as the
school staff. Lake (undated) cites the following ex-
amples of formal recognition for volunteer services:

o Awarding special cltahons for éxtraordinary ac-
hievements

¢ Conducting community-wide recognition events

¢ Planning a Recognition edition of the agency
newsletter

¢ Providing substantive in-service training

¢ Providing scholarships to volunteer conferences
or-workshops— N

¢ Planning annual ceremonial occasions

3
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¢ Awarding plaques .to sponsoring groups, busi-
nesses or organizations ‘

When the services-of a vocational volunteer are
provided by an agency or business, the organization
as wéll as the volunteer should be recognized for their
aasistance. A sample certificate of appreciationis pre-
sented on the following page.

2

There will be occasions, and perhaps many of them,
where the volunteers will want to take on different or

Volunteer Growth

more challenging assignments. Itmaybe thataguest_

lecturer from industry would like to become involved
in curriculum design, or that a volunteer helping to
place students in jobs would like to assist in vocation-
al counaelmg Regardless of the nature of the desired
change, *21e vocational volunteer program will need
to provide opportunities for volunteers to grow within
their current assignments as well as to moveinto new
assignments. If such opportunities are not offered,
the program will eventually find that some of its most
cdpable volunteers are leaving the program to take on
more stimulating volunteer work or to devote that
time and effort to their jobs, families or hobbies.
Growth opportunities for volunteers are needed both
withintheir enztmg assignments and across asslgn-
ments. The supervisor of the volunteer is largely re-
sponsible for the former; since he or she will détermine
the tasks the volunteer is to perform. For this reason,
the topic of growth opportunities for volunteers should
be addressed during the staff orientation sessions
and agaip when the volunteers’ performante isbeing
reviewed. In general, the supervisor should be éncour-

aged toallow the volunteer to take on new tasks tothe -

extent that (a) they are consistent with the goals and
objectives of the vocational volunteer program, (b)
they dop not violate‘school or institutional policies or
rules regarding the utilization of volunteers, and‘(c)
the supervisor is wiliing to have the volunteer perform
those tasks. By allowing volunteers to take on new
tasks within their existing assignments, the super-
“visor can help to ensure that the assignment remains
interesting to the volunteer and thereby aveid prema-
ture resignation from the assignment.
Growth opportunities across volunteer assignments
are the responsibility of the coordinator of the voca-
_ tional voluntecr program. Periodic telephone or letter
contacts with each vocational volunteer can serve to
keep the program coordihator abreast of the volun-
teers’ desires or needs for changes in their assign-
ments. A follow-up pre-addressed card can beincluded
with the letter to make it easier for volunteers to
respond to the letter The letter might also include

7
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information on new volunteer assignments which are
of potential interest to the volunteer. Such contactslet
each volunteer know that the program is truly inter- -
ested in his or her unique needs, and as a result pro-

vides additional evidence of the:program’s interest in

and appreciation of each volunteer contacted.

As a corollary of volunteer growth in their assign-
ments, itis alsoimportant that opportunities be avail-*
able for volunteers to shift to new assignments which
are perhaps less demanding than their curremt ones
or which simply reflect a change to another assign-
ment of the same type. The volunteers may have
moved to another area of the city and would like tobe
assigned to a school closer to their new_home. A
change in the-volunteers’ work schedules might re-

. quire a corresponding change in their volunteer as-

signment. Other factors which can contribute to the
volunteers’ desire to have their assignments changed
include personality conflicts, transportation problems
and a desire-to meet new people. Regardless of the
reason, the volunteer program should be designed to
accommodate its volunteers’ needs for changes in _
their assignments; failure to do so will result in the
loss of some vocational volunteers. . N
Volunteers who provide assistance on a continuing
basis should also be provided with a performance
appraisal on at least an annual basis. Such an ap-
praisal should be designed to serve s an opportunity
for honest feedback both to and from the volunteer.
Equalily important, performance appraisals provide
the volunteers with a chance to individually review
their accomplishments and hopefully to renew their
commitment to serving as vocational volunteers.

*
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CERIFCA TE OF APPRECIA TION

Presented to
f",{ in recognltlon of service rendered to |
) ; {g “The Volunteers in Vocatlonal Educatlo

”* | project at _
| day of

Project Coordinator .

Principal




Evaluation

2

Evaluation of the vocational volunteer program
should be designed to (1) provxde information on
which to base decisions concerning program opera-

-tions, and (2) demonstrate the impact of the program

to voluriteers, school personnel, school board mem-
bers, community groups, and potential recruits or
other contributors to the program. The decision-
making component of evaluation serves to maximize
the impact of the program given existing resources;
the demonstration component influences the future
expenditure of ﬁnancial and human resources for pro-
gTAm purposes.

Evaluation should begin during the planning of the
program. One of the first questions which will need to
be answered is: “What does our vocational education
program need which could best be provxded by a yoca-
tional voluntesr program?” If the answer indicates a
potential role,for a vocational volunteer program, then

" an evaluation strategy should be developed to monitor
the effectiveness of the planned program for decision-

making purposes, and to demonstrate the results of

the prograin to other interested parties. If the answer _

tothatquestionindicates thata volunteer program is
not a viable alternative for meeting the vocational:
program’s needs, then the evaluation is completed:
Do not expend resources on nnplementmg a vocation-
al volunteer program.

Given this dual thrust of the evaluation, there are
two potentially different types of information which
will need.to be collected. Those responsible for the
planning and operation of the program will have a
need for process as well asimpactdaia; those who are
not involved in the planning .and operatlon of the

- program will be primarily interested in the benefits

(and costs) of the program. The types of evaluation
information needed by program decision makers can
be derived from the goals, objectives and planned
activities of the program. Theinformation which will
be wanted by others outside of the volunteer program
will need to be inferred by program per-onnel when
designing the evaluation.

4 [

Monitoring Program Performance

For each objective of the volunteer program, one or
more activities were planned which were expected to
lead to attainment of the objective. During implemen-

. tation of the program, the monitoring component of-
evaluation focuses on those activities so that devia-
tions from the planned activities can beidentified and
corrected. Thus, the monitoring component of pro-
gram evaluation serves to keep the volunteer program
office aware of the progress being made toward ac-
hieving the planned activities which are considered
important for the attainment of objectives.

A well-developed plan for the volunteer program
can serye as a guide for developing the monitoring

system. Such a plan will specify the objectives of the

program, the major activities to be performed in at-
taining the objectives, the dependency relationships
between activities and the anticipated time frame for
performing activities. However, even the best of plans
is not likely to serve as a blueprint for a monitoring
system. More specific measures of progress will need-
to be determined and strategies for taking those mea-
surements will have to be developed.

The selection of appropriate measures of progressis ¢
vital to the successful development, implementation
and utilization of a program monitoring system. Mea-
sures must be selected which program decision makers
will agree upon as valid ;ndxcators of performance
This can be accomplished by rev1ewmg each maJor
component of the program and enumerating various
possible types of evidence which would indicate that
the activity is progressing satisfactorily. From those
possible indicators, one or more should be selected to
serve as the subsequent measure(s) of performance
which will be used to monitor progress. In making
this selection, the specific procedure by which the
measurenient will bé made should be determined after
due consideration is given to the resources necessary
td collect and‘process the information.

13
*
-

| ‘ ' ' v 39




*Monitoring the progx:am’s performance need not

require an extensive data collection effort involving

teachers, students and volunteers. To the contrary,

- the emphasis should be on recording the activities

which have taken place and perhaps the short-term
results of those activities. The central concern of moni-
toring performance is to determine if the program is
proceeding as planned, and to.identify activities
which need attention. For example, in a volunteer
recruitment campaign, possible measures of success-
ful performance might be as follows: '

s, e

(l)i To obtain newspaper, radio and television news
coverage of the needs for vocational volunteers

(2) Tospeak to at least. ten professiohal and trade
associations regarding the program’s needs for
vocational volunteers -

(3) To make personal contacts with at least 50
potential vocational volunteers

" (4) Toobtaincompleted vocational volunteer appli-
cation forms from 50 persons ’

The measurement of performance criteria such as
the above can be accomplished with a minimum
amount of additional effort, and yet it can serve to
determine the progress being made in implementing

- the recruitment campaign.

“Through the early determination of the measures
which will be used to monitor the program’s perform-
ance, the recording of activities and progress can be
integrated into the operational procedures used by the
voluntéqr program staff. Furthermore, by establish-
ing the measurement criteriain advance, benchmarks
are available for interpreting the program’s progress
asit proceedg through its development.

\\ .
Evaluating the Effects of the Program

The monitoring.of the program’s performance can
serve toidentify strengths and limitations in its imple-
mentation; however, evaluating the effectiveness of
the program goes beyond the scope of the program
monitoring system. Now\the time comes to measure
the subsequent results of all earlier efforts, to deter-
mine the extent to-which the program has-achieved
itsintended ends and to prepare a new plan based on

-the findings. N

At the heart of a meaningful evaluation are pre-
determined progranf objectives which specify the im-
pact which the program is intended to have upon the
vocational education program. The various efforts
which were expended to recruit, orient, train, place
and supervise vocati’onal volunteers should result in

40

outcomes which can justify those efforts. How have
the students, instructors, administrators and the com-
munity benefited by the vocational volunteer pro-
gram? Were those benefits coincidental, or can they
actually be attributed to the volunteers’ involvement?

. By establishing measurable objectives for the pro-

gram prior to its implementation and designing an
evaluation plan in advance, these questions can be
answered with reasonable certainty. The findings of
the evaluation can then serve as input for improving
the effectiveness of the program, or deciding that the
results of the program do not justify the efforts.

Recent evaluations of educaﬁona} volunteer pro-
grams differentially focus their attention on three
major areas of inquiry: (1) activities engaged in as a
result of the program; (2) responses to the program on
the part of school personnel, volunteers, students and
parents; and (3) the impact of volunteer activities
upon student performance. The first area of inquiry—
activities—is typified by tabulation of the number of
volunteers recruited, number of new placements, total
hours of volunteér services, etc. (e.g., Davis, 1979;
Logan, 1975; Hooper, 1976). This type of information
reflects the magnitude and scope of the program and
is similar to the types of information which would be
collected by an ongoing program monitoring system.

Theimmediate effects which the volunteer program
has upon participants in the program represents the
second area of inquiry. This area of evaluative inquiry
is characterized by the collection of information from
students, school personnel and volunteers concerning
their assessments of volunteer program activities. The
information is generally collected by means of ques-
tionnnaires or opinionnaires, and the findings tend to
reflect participants’ responses to the program rather
than changes which have resulted from the program,
(e.g., Hooper, 1976; Thurber, 1973; Hedges, 1972;
Brock, 1976; Logan, 1975). Participants’ reactions to
the program can convey important information re-
garding areas or activities in need of improvement.
For example, how do the volunteers feel about the
adequacy of the orientation they received? Do school
personnel find the volunteers to be prepared for their
assignments? Do volunteers feel that their skills and
interests are being appropriately utilized? By explor-
ing these types of questions the program can modify
its ongoing activities so as to be more effective in its
overall efforts.

The third area of inquiry focuses on educational
changes which can be attributed to volunteer sérvices.
These changes may be in the area of student perform-
ance, support services, etc., but should: be directly
related to the objectives of the vocational volunteer
program. This probably will represent the most diffi-
cult aspect in evaluating the vocational volunteer pro:

~
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gram, and if one intends to evaluate the changes
resulting from the program it is absolutely essential
that the evaluation be planned ift advance. Unless
such planning takes place, it is possible that the
changesresulting from the program will beinca pable
of being measured. The implication of this situation is
that the program could be incapable of documenting
the positive benefitsit has achieved, and without such
documentation it could loseits support—financial and
other.

This handbook cannot provide you with the epecxf-

ics of exactly how to go about planning the evaluation ,
of a vocational volunteer program; each.program is

unique, and will therefore require its own evaluation
strategy. We can advise you to begin thinking about
evaluation from the start of the program, and to keep
in mind the following tipa for evaluating your voca-
tional volunteer program:’ .

¢ ‘Have at least-one measurable objective related to
each of the volunteer program’s goals.

¢ Be realistic in estimating the time frames neces-

sary for the attainment of objectives.

o Make surethe objectives of the program are specif-
ic and that their attainment is capable of being
measured. . -

o-Compare the objectives with each other to make
sure that they are not in confhct

® Have objectivesfocus on- the results of activities
rather than on activities alone, i.e., focus on what
the vocational volunteers are euppoeed to accom-
plish, not just on the number of volunteere or the
activities they engage.in:

® Make surethat baseline data are available for

comparison purposes wherever you plan to have’

changes from currentlevels (e.g., increases in stu-

+ dent achievement, reductions in dropout rates,

increases in job placement rates, etc.).

e If questionnaires are to be used to collect informa-
- tion, be sure you have the resqurces necessary for
printing, postage and data analysis.

® Where questionnaires are to be used, try not to
ask people to complete more than one queltxon-
naire and be sure you have a use for each item of
information you request from them.

- t
¢ Havethe evaluation plan reviewed by your supér-

visor and the yolunteer program’s advisory com-
mittee; make | sure that everyone agrees on how
“the program is ta be evaluated.

Keep in mind thatit can be very difficult to establish
cause and effect relationships between volunteers in

-

classrooms/laboratories and changel in student ac-

hievement. To do so you must be able to determine
which students wére assisted by volunteers, thenature
of that assistance and how much assistance was pro-
vided. This can require rather extensive recordkeeping
on the part of the volunteers or the supervisors of the
volunteers. Given this difficulty in evaluating changes
in student achievement attributable to volunteers, one.
source suggests that a moive viable approach towards

.evaluating the benefits of volunteersin the classroom

»

is to focus on three.basic questions:

1. Aretheclassroom instructors happy with what
the volunteers are doing?

2. How do the students seem to respond to the
volunteers’ presenceand interaction with them?

3. Are the volunteers happy in their work?

The writer explalns that “The answers to questions
such as these, while subJectxve in nature,may provide
more accurate answers than any empirically based
evaluation scheme (The Mott Institute for Commumty
Improvement 1973).

Despite the above writer's comments, it is preferable
to plan an evaluation strategy which focuses on the
particular objectives of the volunteer program. By
doing so the evaluation can detect specific areas which
arein need of improvement, and thereby a strengthen-
ing of the volunteer program can be accomplished.

- &

Internal and Externgl ’Evalnation

The evaluation-of-the volunteer program can be
conducted by those directly involved in the volunteer
program or others in the school system, or it can be
performed entirely or in part by individuals from out-
side the school system or institution. The primary
advantages of internal evaluations are that they cost
less to conduct, and the evaluation process itself can
be an informative expenence for the evaluators. On
the other hand, the primary advantages of external
evaluationsare that they can provide speciﬁc evalua-
tion expertise to the program, they require less staff
time to conduct, and the results are more likely to be.
viewed by others ds being free from bias. This last
point may be parPcularly importantif the results will
be used to supply.documentary evidenceand datatoa
school board or administrators in justifying Yunding
for mamtalmng orexpanding the volunteer program.

In considering the use of outside evaluation exper-
tise, don’t overlook the possibility of obtaining the
assistance of volunteers in planning and conducting
the evaluation. University faculty and graduate stu-
dents taking courses in statistics, psychomettics or

) f
b 41,




B
- .

educatiorial evaluation are logical sources for recruit- -
: ing such assistance. Such help, whether voluntary or J
h paid for,can be particularly a@irnn}nzeomindeve}qp—‘ .
s ing-evaluation instruments/questionnaires, design- ,
- ing sampling strategies, and performing data analy-

sis and irterpretation. . . i
.
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